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Introduction 
 

  Welcome to the world of ROM II!  What exactly is ROM II, you may ask?  ROM II provides an automated 
means for personnel to perform all functions relating to daily operations of the Navy Ship’s Store Afloat in a 
Windows environment.  This includes generating financial reports needed to manage the ships funds and 
those required by a higher authority. 
  ROM II provides enhanced ordering capabilities, physical inventory functions, combined with new 
inventory management using Electronic Point of Sale (EPOS) technology.  In essence, ROM II is an 
Inventory Control System. 
 
 
The Purpose of this Manual: 
 
  The ROM II Users Manual is a fully illustrated guide designed to navigate the most inexperienced records-
keeper throughout the entire ROM II program.  Each function has a step-by-step process with an illustrated 
example to assist in performing their task.   
  Photos have been incorporated to provide a visual for proper hardware construction.   
 
 
Terminology: 
 
  Listed below are some of the more frequently used terms you will need to become familiar with in order to 
fully understand how ROM II functions. 
 
1. EPOS (Electronic Point of Sale) - The retail activities that have a scanning register and your 

Bulk storeroom operation. 
2. Non EPOS - Any retail activity that sales are not scanned.  I.E. Soda machines, phone card 

machines, hangar bay sales and snack vending machines. 
3. BackOffice - The compute in the Sales Office that is used to perform all of your daily business 

transactions. 
4. UPC’s (Universal Product Code) - A manufacturers barcode placed on product packaging. 
5. SKU (Store Kept Unit) - Is a ten-digit number that is identical to the Commercial Stock Number 

with the exception of the tack between the sixth and seventh digits.  I.E. 0500000393. 
6. PDT (Portable Data Terminal) - A hand held device used to scan and record UPC’s and/ or 

SKU’s for the purpose of Inventories, Breakouts and UPC maintenance. 
7. Compact – Is a compacting program designed to compress data files within ROM II so they do 

not grow out of control over a period of time. 
8. MDE - Is the executable program for ROM II. 
9. MDB - Is the ROM II database (Your ship information). 
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Getting Started 
 
 
1. From the Desktop, double click on the ROM II Icon.  Refer to the following figure: 

 

 
 
 
 

2. After you have double clicked on the ROM II Icon the following screen will appear: 
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3. Use the drop down arrow and select the operation status of the ship at time of loggon.  Refer to the 
following figure: 

 
 

 
 

4. After you have selected the appropriate choice, click on the Accept button and the following screen 
will appear: 
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5. In the User ID field, scroll and select the appropriate operator. 
6. Press the TAB button and enter the appropriate Password in the Password field and click on the 

Confirm button.  The ROM II Main Menu will appear: 
 

 

 
7. From the ROM II Main Menu the operator can access the various options of the ROM II Program.  

Refer to the following sections in the User’s Guide. 
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Point of Sale Construction: 
 

          
            Point of Sale Front View                                                 Point of Sale Rear View 
 
 

 
Top View of Shoe (Cables fed through circled areas) 
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1. Feed the power cord and the video cord through the opening in the back of the Shoe down through 
the Cash drawer openings and connect the video connection to the video port on the computer.  
The power cord will be plugged into the Backup Power Supply. 

 
 

 
Backup Power Supply (UPS) Uninterrupted Power Supply) 
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2. Connect the 25-pin to 9-pin Gender Adapter (Figure B.).  The 25-pin connector will go to the receipt 
printer.  The 9-pin connector will be fed through the back of the shoe and down through the cash 
drawer and connected to Serial Port ONE.  Refer to Figure B. 

 
 

 
FIGURE B 
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3. Connect the phone line RJ-11 (Figure A.) to the receipt printer.  Use the end that DOES NOT say 
to register.  Feed the cable through the back of the shoe and down and connect to the slot on the 
cash drawer.  This end of the cable indicates to Cash Drawer.  Refer to Figure A. 

 

 
FIGURE A 
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4. Feed the cable from the Epson TM-T88 Power Supply up and through the Cash Drawer opening 
through the back of the shoe and connect to the receipt printer.   Place the unit in the cash drawer 
compartment.  Refer to Figure C. 

 

 
FIGURE C 

 



 X

 
5. Connect the power cord (Figure G.) to Figure C.  Feed the plug down and through the bottom of 

the cash drawer and connect to the Backup Power Supply (UPS).  Refer to Figure G. 
 

 
FIGURE G 

 

 
Display Pole Male DB 5-PIN Connection 
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6. Connect (D1) of Figure D to the Display pole DB 5-Pin connection.  The rest of Figure D cable will 

be fed down and through to the computer.  Refer to Figure D. 
 

 
FIGURE D 
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7. Connect the 9-pin connector of Figure D to Serial Port Two.  Connect DD of Figure D to EE of 

Figure E.  Ensure to feed cable up underneath Computer and connect plug from Figure E to 
Backup Power Supply (UPS).  Refer to Figure E. 

 

 
FIGURE E 
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8. Feed Connections FF and F1 up and through the bottom of the computer and connect FF to the 
Keyboard Slot.  Refer to Figure F. 

 
 

 
FIGURE F 

 
9. The Keyboard will be positioned on the Shoe.  Ensure that the keyboard is securely set into the 

notches on the shoe. 
 

    
 
10. Feed the Keyboard cable down and through the back of the Shoe. 
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11. Connect the mouse to the mouse slot on the back of the computer. 
 

 
 

12. Tuck all loose cables into the computer and cash drawer compartments. 
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13. Attach the cash drawer and computer compartment covers and the system is ready to start up. 
 

 
Back-Office  
 

 
 



 XVI

 



1 
Updated 20 December 2000 

Version 00.03E 

Ship’s Constants: 
   
  When the system is initially installed there are a series of steps that must be performed in a 
particular sequence.  The following section will describe the procedures and sequences for each of 
these steps.  Deviation from these steps may cause discrepancies with your ROM II system. 
   From the Main Menu screen select the Ship’s Constants option.   The following screen will 
appear:  
 

                                            
Ships Constants Main Menu 

 
 
 
 
 
 

Ship Identification: 
 
From the Ship’s Constants menu select the Ship Identification choice.   The following screen will 
appear: 
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                                                  Ship Identification Screen 
   This is the Ship’s Identification screen, from this screen you will enter all the information 
about your ship.   Refer to the following steps: 
 
1. The starting date of the current accounting period is populated by default. 
2. Enter the ending date of the current accounting period. 
3. Enter the Ship’s name without the USS.  The system enters this by default on the appropriate 

documents. 
4. Enter the Ship’s Hull Number. 
5. Enter the Ship’s UIC. 
6. Enter the FPO Designator. 
7. Enter the FPO Zip Code. 
8. Enter the Pier Address of the ship. 
9. Enter the Sales Officer’s name and title.  I.E. Thomas. J. Smith, LT, SC, USN. 
10. Enter the Senior Supply Officer’s name and title.  Use the same method as in 9. 
11. Scroll and select the Operating Zone that the ship falls under.  
12. Enter the Disbursing Officer’s name and title.  Use the same method as in number 9. 
13. Enter the Disbursing Officer Symbol.  You will need to get this from the Disbursing Officer. 
14. Enter the Crew Size.  This includes all personnel assigned to ship’s company including 

Officers.  This information can be obtained from the Ship’ Personnel Office. 
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15. Enter the Paying Activity and address. 
16. Enter the Type Commander and address. 
17. Enter the General Fund Assessment based on type of ship. 

•  1-500 Personnel  0.00% 
•  501-1500   4.50% 
•  1501 and up  5.00% 

18. Enter .005 for the General Fund Local. 
19. USING YOUR MOUSE, CLICK ON THE SAVE RECORD LOCATED AT THE LOWER RIGHT 

HAND SIDE OF THE SCREEN. 
20. Click on the Return button to EXIT this function. 
 
 
Store Setup: 
 
   The next step is to setup your retail outlets and storerooms.   From the Ship’s Constants menu 
select the Store Setup option.   
 
 
Adding a store: 
 
  From this screen, you can create the various outlets that your operation has.  Click the Add Store 
and enter the required information. 
 
1. Store Number-Enter the number of the store that is to be created. 
 

•  EPOS Stores will be numbered 1,2,3 and so on. 
•  Canned drink will be numbered 9800. 
•  Snack Vending will be numbered 9700. 
•  Phone Card Machine will be numbered 9500. 
•  Hangar Bay/ Pier Sales will be numbered 9400. 
•  All other Non-EPOS outlets will be entered in descending order.   
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2. Store Type-Scroll and select the desired Store type. 
 

The various types of stores include: 
•  Bulk Store Room-There can only be one Bulk StoreRoom. 
•  Retail Store-All stores that have scanning capability. 
•  Canned Vending Machine- The soda operation. 
•  Cup Vending Machine-This option is not used. 
•  Snack Vending- used for all Non-EPOS activities that post to CO2 of 153. 
•  Storage Rooms- Used for storerooms other than Bulk.  I.E. if the operation has 

more than one Bulk storeroom operator.  Several storerooms can be created 
giving separate accountability to each operator.  These storerooms act very 
similar to other outlets in that, breakouts to and from the “MAIN BULK 
STOREROOM” must be done to establish a physical inventory.   

 
 

 
 
3. Opening Date- Double click this box and a calendar pop up will appear.  Simply click on 

the desired date and this field becomes populated. 
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4. Name-Enter the noun names for the store/ activity that is being created. 
 
5. Location-Enter the physical location of the store/ activity being created. 
 

 
 
6. Click on the Save Changes button to save. 
 
Click on the Return button to Exit this screen.  Follow these same procedures for each additional 
retail store.  Click on the Return button from the Store Information screen to Exit this function. 
 
Deleting a retail store: 
 
To delete a retail store, click on the desired store to be deleted and then click on the Delete Store 
button.  A warning box will appear informing the operator that you are about to delete records for 
store selected.  
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Select the OK button if you desire to continue, the following window will appear:  (Click the cancel 
button if you do not desire to delete the store.) 
  

 
 
*Note:  You cannot delete an outlet once an inventory has been created for that outlet. 
 
Adding a bulk storeroom:  
There will not be a need to create a Bulk Storeroom #99, because the system has been 
designed to create #99 by default.  This will be done when the system is installed. 
*Note:  You cannot delete an outlet once an inventory has been created for that outlet. 
 
 
Canned Drink Vending Storeroom Setup: 
 
   The vending operation will be maintained from a vending machine storeroom.   To setup the 
vending storeroom select the store setup from the Ship’s Constants menu. 
 
1. Click on the Add Store button. 
2. Enter the number 9800 for Canned Vending Storeroom. 
3. Scroll down to the Canned Vending Machine option, and click on this choice. 
4. Type in Soda Storeroom, and location. 
5. Double click the Opening Date for calendar pop-up.  Enter the opening date. 
6. Save Changes. 
7. Click on the Return Button. 
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Snack Vending Storeroom Setup: 
 
   The vending operation will be maintained from a vending machine storeroom.   To setup the 
vending storeroom select the store setup from the Ship’s Constants menu. 
 
1. Click on the Add Store button. 
2. Enter the number 9700 for Canned Vending Storeroom. 
3. Scroll down to the Snack Vending option, and click on this choice. 
4. Type in Snack Vending Storeroom, and location. 
5. Double click the Opening Date for calendar pop-up.  Enter the opening date. 
6. Save Changes. 
7. Click on the Return Button. 
 
Note: All other Non-EPOS activities will be set up in this same fashion as the 
snack vending operation with the exception of the name and location of the 
activity. 
 
Canned Drink Vending Machine Setup: 
To add individual vending machines double click on the Vending Machine Setup selection from the 
Ship’s Constants menu.   The following screen will appear: 
 

 
 
 
 
1. Click on the ADD MACHINE button. 
2. Storage Room Block- Scroll the down arrow and click on the 9800 selection.  Refer to the 

Figure below: 
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3. Machine Name- Type the soda machine name.  I.E. Soda Machine #9802. 
4. New Machine Number- Enter the number of the machine.  I.E. machine number 9802.  Refer to 

the following figure: 
 
 
 
 
 
 

 
 

5.  Click on SAVE.   
 
*Note:  Always enter the storage room that supplies that particular vending machine. 
Once you have entered the new machine, you can scroll and select and verify the new machine is 
there.  Refer to the following figure: 
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Snack Vending Machine Setup: 
 
   Click on the Vending Machine Setup from the Ship’s Constants Menu.   The following screen will 
appear: 

 
 

Vending Machine Update Form. 
 
 
1. Click on Add Machine. 
2. Storage Room- Scroll the down arrow and click on the 9700 choice.  Refer to the following 

figure:  
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3. Machine Name- Enter the name of the vending machine.  I.E. Candy Machine #9701. 
4. New Machine- Enter the appropriate machine number.  I.E. 9701.  Refer to the following figure: 
 

 
 

5. Save Changes.  Refer to the following figure: 
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*Note:  Always enter the storage room that supplies that particular vending machine. 
Once you have entered the new machine, you can scroll and select and verify the new machine is 
there.  Refer to the following figure: 
 
 

Amusement Machine Setup: 
 
   Select the Amusement Machine Setup from the Ship’s Constants menu.   The following screen 
will appear: 
 

 
 

                                                Amusement Machine Setup. 
 
1. Click on the Add Machine button. 
2. Charge Per Game- Enter the Charge Per Game. I.E. .50. 
3. Description- Enter the name of the machine.  I.E. Mortal Kombat 2001. 
4. Click on the Save Machine button.   Refer to the following Figure: 
 

 
           Properly Filled Out Amusement Machine Screen. 
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Contractor Information: Click on this button to enter information about the vendor.  Refer to the 
following figure: 
 

 
 
 
 
Deleting an Amusement Machine: 
 
If you desire to delete an Amusement Machine, from the Ship’s Constants Menu select the 
amusement setup choice.   
 
1. Select the desired machine from the drop-down list. 
2. Click on the delete machine button. 
3. A message will appear informing the operator that you are about to delete the amusement 

machine. 
4. Click the OK button if you wish to continue, cancel if not. 
5. Click the Return button to Exit this function. 
 
 
 
 
Assigning Expenditure Numbers: 
 
   The next step is to setup the Expenditure numbers that your operation will be operating under.   
From the Ship’s Constants menu select the Locally Assigned Expenditures # choice. 
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   When the ROM II system is initially installed, the setup of Expenditure numbers from the last used 
number is necessary.   Refer to the following Figure:    
 

 
                                                        Locally Assigned Expenditure # screen. 
 
   The beginning Expenditure number will be placed in the Starting # block.   For example, if the 
numbers 7900-7999 were assigned then you would enter 7900 as the starting number.   The first 
number issued would be 7900.  The ending number will be placed in the Ending # block.   As for 
the next number, this number will be the next available number.  For example, the last number that 
was assigned was 7975, so the next available number would be 7976.  This number would be 
entered in the Next # block.   The next number that the system will assign will be 7976.   Ensure 
that you save the changes by clicking on the Return button. 
 
Assigning Purchase Order Numbers: 
 
   The next step is to setup the Purchase Order Numbers.   From the Ship’s Constants Menu select 
the Locally Assigned Order # choice.   The following screen will appear: 
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          Purchase Order Number Setup screen. 
 
   Enter 9700 in the Starting # block and 9899 in the Ending # block.   Enter the next available 
purchase order number in the Current # block.   For example, 9700 is the next available Purchase 
Order Number assigned, then 9700 will be the next number that is assigned.   Click on the Return 
button. 
 
Assigning Requisition Numbers: 
 
The next step is to setup the Requisition Numbers.   From the Ship’s Constants menu, select the 
Locally Assigned Requisition #.   The following screen will appear: 
 

 
                                                Requisition Number setup screen. 
 
   Enter 9900 in the Starting # block and 9999 in the Ending # block.   Use the next available 
Requisition Number and enter that number in the Current # field.   For example, if 9904 was the 
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last Requisition that was used then enter 9905 in this field.   The next number to be assigned will 
be 9905.  
 
Locally Assigned SKU’s: 
 
   A SKU (Store Kept Unit) is a ten-digit number assigned to a particular item.  The same number 
that was being used on the stock record cards of the past, are being used as SKU’s without the 
tack between sixth and seventh digits.   Refer to the following Figure: 
 

 
                                                   Locally Assigned SKU setup. 

 
 
   Enter the Default class 960000.  Enter the Last Sequence Number 0000.   Click on the Save 
Changes button. 
 
 
Department Markup By %: 
 
This function allows you to change a markup percentage for an entire department, or to update all 
items within that department to the existing markup percentage.  Enter the appropriate “New 
Markup Percentage” and click the button update retail price for all articles.  All retail prices on stock 
records in that department will be adjusted automatically.   In most cases there should not be a 
need to make any changes, however at some point in the future it may be necessary to make a 
modification.    From the Ship’s Constants Main menu select this choice.   The following screen will 
appear: 
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     Department Markup by % screen. 
 
1. Scroll the down arrow in the Department field. 
2. Select the desired department that you wish to view. 
3. Click the Markup field and make any changes that are required.   Refer to the following figure: 
 

  Properly filled out screen. 
 
   Once you made all the necessary changes, then click the Update Retail Price for All Articles 
button.   By doing this you will be updating the retail prices based on the Markup changes you 
incorporated.   When finished click the Return button to return to Ship’s Constants Main Menu. 
 
 
Locally Assigned Breakout Number: 
 
   The Locally Assigned Breakout Number field is created at migration.  All Breakout Numbers 
begin with 1 at the beginning of each accounting period.  The Next field indicates your next 
available breakout number.  The user cannot modify this screen! 
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                      Breakout number setup. 
 
 

Locally Assigned Receipt Numbers: 
 
The Locally Assigned Receipt Number field is created at migration.  Currently all starting numbers 
begin with 1 by default and end with 999.  The Next field indicates your next available receipt 
number.  The user cannot modify this screen! 
 
 
 

 
 
 
 

Cash Register Setup: 
 
The Cash Register Setup option is where the registers for your outlets are established.  Click on 
this option and the following screen will appear: 
 

 
 
Adding a New Register: 
 
1. Click on the Add New Register button. 
2. Scroll the Store Number field and select the appropriate store. 
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3. Enter the New Register Number in the Register Number field.  Note that if establishing a 
register for store number one, the register will be 1001.  If there is a second register to be 
created it will be 1002 and so on.  For store two, the first register will be 2001 and a 
second would be 2002. 

4. Click on the Save Register to save changes. 
5. Click on the Return button to return to the previous screen. 
 
 
 
Deleting a Register: 
 
1. Scroll the Store Number field and select the appropriate store. 
2. Scroll the Register Number field and select the appropriate register. 
3. Click on the Delete Register button and the register is now deleted. 
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Utilities:  

This function lets you perform various ROM II data-management tasks, maintain passwords and 
menu access for users of the system. You can also access various functions that are designed for 
one-time use (All of your Open Forms are used to initiate Purchase, Requisitions, and Expenditure 
numbers during implementation.). Each of these utilities is described in this section. 
 
To access the Utilities function, double-click this selection and the following screen will appear: 
 

 
 

Menu Update/Security: 
 
This function lets you control access to menus within the ROM II system.  This is done by 
establishing security levels for each menu and category within the system, and by proper setting of 
those security levels for individual users.  Various options are established throughout this area, 
however, theses would have been established prior to implementation and are not to be deviated 
by anyone who is not a ROM II technician.  To access this function, double-click this selection, and 
the following screen will appear: 
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                                                                             Menu Update/Create screen 
 
Security Modification: 
 
As previously mentioned the ROM II system allows access to the various menus and options 
through security codes.  If the operator has not been given the necessary code he/she will not be 
able to access that particular area.  At the right side of the screen the security level field exists.  
Each line is assigned a security level from 1-6.  (These security levels will be established prior to 
fleet implementation.)  The number 1 is the highest security level and will access everything 
throughout the system.  The higher the number the less access the operator has.  By scrolling 
each block in the security level field, the numbers can be modified. 

 

Add/Delete Operator: 
To add a new operator or delete an existing operator.  Click on this selection the Add/Delete 
Operator screen will appear: 
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Add/ Delete Operator 

 
From this screen, you can do the following: 
 

•  Add a new user to the ROM II system. 
•  Delete an existing user from the ROM II system. 

Adding an Operator: 

To add a new operator, complete the following: 
1. Click on the OPERATOR ID button.  Enter a unique identification number for each ROM II 

user.  (A suggestion is to use the last four digits of operator’s social security number.)  TAB to 
the next field.   

2. Type the user’s first name.  TAB to the next field. 

3. Type the user’s last name.  TAB to the next field. 

4. Use the drop-down arrow in the Security Level field to locate and select the appropriate 
security level for this user.  Note that the security number assigned to the new operator must 
reflect the access required performing their job.  Refer to the following chart: 

 

 

Security #   Job Description  

1.    Sales Officer  

2. LCPO/LPO  

3. Records Keeper  



 
Updated 20 December 2000 

Version 00.03E 

22

4. Cash Collection Agent 

5. Retail Supervisor  

6. Cashier   

5. Click on the Save Changes button.  

6. To create a new password for the operator.  Refer to the Password section. 

Deleting an Operator: 

Use the Operator Search drop-down arrow to select the user from the list of ROM II users. Notice 
that the Personal Information box will be populated with this person’s name and user number. Now, 
do the following: 
1. Click on the Delete Operator button.  The following warning box will appear: 

 
Delete Employee Message Box 

2. Click on OK.  The user is deleted from the ROM II system and will no longer appear on the list 
of users.  You are returned to the Add/Delete Operator screen.  Note that once the operator 
has been deleted you do not have to delete the password. 

 

Create/Change Password: 
This function lets you create or change passwords for users of the ROM II system. To change a  
password, click on this selection and the following screen will appear:   
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1. Enter the Logon ID into the Employee field. There are two ways to do this. 
•  Type the Logon ID (if you know it), or  
•  Use the drop-down arrow and select it from the list of Logon IDs. (ALT + down arrow ↓  will 

open the drop-down list.) 

2. Enter the new seven-character password and press the TAB key to move to the Retype 
Password field.  Note that when entering the password asterisks will be displayed vice the 
actual letters or numbers.  Refer to the following picture: 

 
 

WARNING:  The new password must be seven characters in length and not currently in 
use or ROM II will reject it. 

3. Enter the new password again (this is for comparison) and press the TAB key to move to the 
Confirm Changes button. If you mistype either of these passwords, you will receive the 
following message: 
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Invalid Password Message 

4. Once you have entered matching new passwords, press the ENTER button. You will receive 
a message stating “Password updated successfully.”  

5. Position the cursor on OK and press the ENTER button. You are now returned to the 
previous screen. 

 

153 Setup Form: 
When you migrate from a previous version of the ROM system to this (ROM II) version, an opening 
inventory dollar value must be carried over.   A funds brought forward dollar value must be carried 
forward as well as any beginning loan balances you may have.    
 
This function allows you to carry forward these values.  To access this function, click on this 
selection and the following screen will appear:  
 

 
 
To add an opening inventory to the ROM II system, do the following: 
1. Enter the opening inventory dollar amount into the Opening Inventory field. 

2. Advance to the Funds Brought Forward and enter the dollar amount. 
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3. Advance to the Beginning Loan Balance and enter the dollar amount.  If there is no current 
loan balance leave blank. 

4. Click on the Save button. 

5. Click on the Return button to return to the previous menu. 

 

Edit Operational Status: 
The Operational Status allows the operator to make corrections to the ship’s statuses that were 
erroneously made.  Click this option and the following screen will appear: 

 

1. In the left-hand column, highlight the date that you want to make the correction to. 

2. Scroll the Update to: field and select the correct choice. 

3. Click on the Save Changes button to save changes or click the Cancel button to cancel 
altogether. 

4. Click on the Return button to return to the previous menu. 

File Transfer to Shore Sites: 
This option is currently unavailable with the current version of software. 

Update Julian Date on PO or REQ: 
This option allows the operator to make corrections to Unconfirmed Purchase Orders and/or 
Requisitions that have incorrect Julian dates.  Click on this selection and the following screen will 
appear:      
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•  Use the Page Up and the Page Down to locate the Order Number that needs to be modified. 

•  Once you have located the desired Number, enter the correct Julian date in the New Julian 
Date field. 

•  Click on the Update Julian Date button to make the required change. 

•  Click on the Return button to return to the previous screen. 

 

Update Sequence Number on PO and/or REQ: 

This option allows the operator to make corrections to Unconfirmed Purchase Orders and/or 
Requisitions that have incorrect Sequence Numbers.  Click on this selection and the following 
screen will appear:      

 

 

•  Use the Page Up and the Page Down to locate the Order Number that needs to be modified. 

•  Once you have located the desired Number, enter the correct Sequence Number in the New 
Sequence Number field. 

•  Click on the Update Sequence Number button to make the required change. 

•  Click on the Return button to return to the previous screen. 

 



 
Updated 20 December 2000 

Version 00.03E 
 

27

Lookup Tables: 
The Lookup Tables function provides the operator with the ability to setup and maintain a variety of 
statements that are required on procurement and expenditure documents, as well as maintain and 
modify department and categories of ship’s store stock.  The information that is created in these 
Look-up Tables appear on each of the above-mentioned documents, therefore, it is necessary that 
you use caution when adding, deleting, or modifying any of this information.  Each of the 
statements are referenced in the P-487 Instruction.  
To access the Lookup Tables function, click on the Lookup Tables.  The following screen will 
appear: 
 

 
Lookup Tables Menu 

 

 

Authority Purpose Statements:  

This table contains data associated with authority purpose statements used throughout the ROM II 
system.  A statement must be created in the Authority Purpose Statements table before it can be 
selected and used on the appropriate document/s.  It is important that this table be as inclusive and 
thorough as possible. 
To access the Authority Purpose Statements function, click on this option. The following screen will 
appear: 
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Authority Purpose Statement Update Screen 

Adding a Statement: 

To add a new statement to the database, click on the Add Statement button. Your cursor will advance to 
the first available (blank) line on this screen. Enter the number for the first item and tab to the Statement 
field and enter the appropriate statements.  Refer to the following table: 
 

•  NAVSUP PUB 487 par 7200. 
•  NAVSUP PUB 487 par 7311. 
•  NAVSUP PUB 487 par 7310. 
•  NAVSUP PUB 487 par 7600. 
•  NAVSUP PUB 487 par 2205. 
 

 When you are finished adding or modifying statements, click on the Save Changes button.  Note that the 
statements that are entered must reference the appropriate section in the NAVSUP P-487. 

Deleting a Statement: 

To delete an entry from this table, click in the column directly to the left of its ID column (There will 
be an arrow pointing to the right.) and press the DELETE key. A warning message will inform you 
that you are about to delete a record.  Click on Yes. The record will be deleted. 

 

Mode of Transportation Statement Update: 
This table contains data associated with the modes of transportation that your ship’s store system 
uses.  A mode of transportation must be created in this table before it can be selected as one of 
your Mode of Transportation statements.  It is important that this table be as inclusive and thorough 
as possible. 
 
To access the Mode of Transportation Statement function, click on this selection. The following 
screen will appear: 
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Mode of Transportation Statement Update Screen 

Adding a Mode of Transportation Statement: 

To add a new mode of transportation to the database, click on the Add Statement button. Your 
cursor will advance to the first available (blank) line on this screen. Enter the next sequential 
number and the desired transportation statement.  When you are finished adding or modifying 
statements, click on the Save Changes button.  Note:  This field is limited to 39 alpha-numeric 
characters. 

Deleting a Mode of Transportation Statement: 

To delete an entry from this table, click in the column directly to the left of its ID column (There will 
be an arrow pointing to the right.) and press the DELETE key. A warning message will inform you 
that you are about to delete a record.  Click on Yes. The record will be deleted. 

 

Purchase Order Statements: 
This table contains data associated with statements that your ship’s store system uses on 
Purchase Orders.  A statement must be created in this table before it can be selected as one of 
your Statement choices.  These statements can be referenced in the NAVSUP P-487.  It is 
important that this table be as inclusive and thorough as possible. 
 
To access the Statement Maintenance function, click on this selection. The following screen will 
appear: 
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Statement Maintenance Screen 

Adding a Statement: 

To add a new statement to the database, advance your cursor to the first available (blank) line on 
this screen. Enter the next sequential number and your statement.  When you are finished adding 
your statement, click on the Save Changes button. 
Note:  Ensure that you use the appropriate statements referenced in the NAVSUP P-487. 

Deleting a Statement: 

To delete an entry from this table, click in the column directly to the left of its ID column (There will 
be an arrow that points to the right.) and press the DELETE key. A warning message will inform you 
that you are about to delete a record.  Click on Yes. The record will be deleted. 
 

Survey Reason Statements: 
This table contains data associated with survey reason statements that your ship’s store system 
uses.  A survey reason statement must be created in this table before it to be selected as a Survey 
Reason.  Note that the appropriate survey reason must be referenced from the NAVSUP P-487.  It 
is important that this table be as inclusive and through as possible. 
To access the Survey Reason Statements function, click on this selection. The following screen will 
appear: 
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Survey Reason Statement Update Screen 

Adding a Statement: 

To add a new Survey Reason Statement to the database, click on the Add Statement button. Your 
cursor will advance to the first available (blank) line on this screen. Enter the next sequential 
number and the desired Survey Reason as referenced in the NAVSUP P-487.  Once you have 
entered your Survey Reason, click on the Save Changes button. 

Deleting a Statement: 

To delete an entry from this table, click in the column directly to the left of its ID column (There will 
be an arrow that points to the right.) and press the DELETE key. A warning message will inform you 
that you are about to delete a record.  Click on Yes. The record will be deleted. 

Category Update / Creation:  
This table contains data associated with the categories of products within your ship’s store system.  
A category must be created in this table before it can be selected as one of your category choices.  
It is important that this table be as inclusive and thorough as possible. 
 
To access the Categories Update/Creation function, click on this selection.  The following screen 
will appear: 
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Category Creation Form 

Adding a Category: 

To add a new category to the database, complete the following: 
 
1. Click on the Create Category button.  

2. Enter the new category name into the Category Name field. 

3. Use the drop-down arrow in the Department Search field to select the department to which 
this new category will belong. 

4. Click on the Save Changes button.  The new category will now be available for use 
throughout the ROM II system. 

Editing a Category: 

To edit an existing category, do the following: 
 
1. Click on the Edit Category button. 

2. Make the appropriate change/s.  (You can use the drop-down arrow in the Department Search 
field to reassign this category to another department.) 

3. When you are finished, click on the Save Changes button.  The changes will now be reflected 
throughout the ROM II system. 

Deleting a Category: 

To delete an entry from this table, do the following: 
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1. Use the drop-down arrow in the Category Search field to locate and select the category.   

2. Click on the Delete Category button. A warning message will inform you that you are about to 
delete a record.   

3. Click on Yes. The record will be deleted. 

Department Update / Creation:  
This table contains data associated with the departments within your ship’s store system.  A 
department must be created in this table before it can be used as one of your department choices.  
It is important that this table be as inclusive and through as possible. 
 
To access the Departments Update/Creation function, click on this selection. The following screen 
will appear: 
 

 
Department Creation Form 

Adding a Department: 

To add a new department to the database, click on the Add Dept. button. Your cursor will advance 
to the first available (blank) line on this screen. Enter the name of your new department.  When you 
are finished adding your new department, click on the Save Changes button. 

Deleting a Department: 

To delete an entry from this table, click in the column directly to the left of its ID column ( There will 
be a arrow pointing to the right.) and press the DELETE key. A warning message will inform you that 
you are about to delete a record.  Click on Yes. The record will be deleted. 
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INVENTORY MOVEMENT 
From the Inventory Movement option the operator can conduct various tasks.  Stock Record Card 
maintenance, Receiving stock, Moving stock from one activity to another, Procurement of stock, Expending 
stock and using sales history utilize the Smart Re-Order function.  From the main menu select the Inventory 
Movement option and the following screen will appear: 

 

The Inventory Movement option has six options each will have its own section dedicated to it. 

 

 

Stock Record Card: 
A stock record card exists for each article in your inventory database. The stock record cards contain SKU 
numbers, pricing and categorical information.  This function lets you create new stock record cards and 
modify existing ones.  
To access this function, double-click on this selection, and the following menu will appear: 
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Adding a New Article: 
To create a stock record for a new article, do the following: 
 
 
1. Click on the New Article button. The system will search for the next available Article number, and the 

following dialog box will appear: 

 

2. To accept the suggested Article number, click on the Yes button.  Or click on No if you must enter 
your own Article number.  In most cases the items already has a stock number or SKU assigned to it.  
In these cases enter the assigned number vice using the system generated number. 
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3. Type in a description of the new article.  Note: THE SYSTEM WILL NOT ALLOW YOU TO ENTER 
COMMAS. 

4. Use the drop-down arrow in the Department field to locate and select the department to which this 
article will be assigned. 

5. Use the drop-down arrow in the Category field to locate and select the category to which this article 
will be assigned. 

6. Enter “E” if the item is an emblematic item.  Leave blank if not. 

7. Enter the minimum on hand number in the Min field.  This step is optional. 

8. Enter the maximum on hand number in the Max field. This step is optional. 

9. Enter the case pack quantity in the Case Pack Quantity field.  Note for items that have a unit 
conversion such as sodas and cigarettes, ensure that the case pack is listed a one.   

10. Enter the case sub-pack quantity in the Case Sub-Pack Quantity field.  Note for items that have a unit 
conversion such as sodas and cigarettes, ensure that the case pack is listed as the number of selling 
units that are in the carton or case.  I.E. cigarettes come ten to a carton so the sub pack will be listed 
as ten. 

11. Enter the Re-Order Units in the Re-Order Units field.  This is how the item is ordered.  I.E. Each. 

12. The Re-Order level is established via the Smart Re-Order function.   

13. The Sell level is established via the Smart Re-Order function.   

14. Enter the Sell Units in the Sell Units field.  This is how the item is sold.  I.E. each, pack etc.   

15. Enter the Cost Price in the Cost Price field. 

16. Enter the Retail Price in the Retail Price field or let the system do it for you.  Refer to the following 
figure: 
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17. Scroll the Vendor Name field and click on the appropriate vendor.  Note:  If the vendor does not exists 
in the database, use the Dummy Vendor or Unassigned Vendor.    
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18. When you are finished, click on the Save New Article button.  The system will display a message 
block requesting if you want to add the new article to a non-confirmed inventory count sheet.  Click NO 
is Recommended. 
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19. Click on the Return button to return to previous screen. 

Deleting an Article 

To delete a stock record for an existing article, do the following:   
 
Hint:  There should not be any significant reason to delete a stock record card, however use 
caution if you do.  Stock record cards with a balance can not be deleted. 
1. Use the drop-down arrow in the Department field to locate and select the department to which the 

article is assigned.  

2. Use the drop-down arrow in the Category field to locate and select the category to which the article is 
assigned.  

3. Use the drop-down arrow in the Article Number field to locate and select the item that you wish to 
delete. 

4. Click on the Delete Article button. The following dialog box will appear: 
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Delete Article dialog box 

5. Either click on OK to delete the item or click on Cancel. If you click on OK, the article is deleted from 
the inventory database.  

6. Click on the Return button. 
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INVENTORY MOVEMENT 
From the Inventory Movement option the operator can conduct various tasks.  Stock Record Card 
maintenance, Receiving stock, Moving stock from one activity to another, Procurement of stock, 
Expending stock and using sales history utilize the Smart Re-Order function.  From the main menu 
select the Inventory Movement option and the following screen will appear: 

 

The Inventory Movement option has six options each will have its own section dedicated to 
it. 

Orders:  
This function allows you to create, view, edit, print and account for various kinds of orders or 
requisitions, including: 
 

•  Purchase orders 
•  OSO Requisitions 
•  Other appropriations 

 
 
 
 
 
 
From the Orders option, the operator has various other options to choose from.  These choices 
include creating, viewing and modifying various procurement documents.   
 
 



43 
Updated 21 December 2000 

Version 00.03E 

 
Orders Main Menu 

Create Purchase Orders (ASL/ACB): 
This function allows you to create purchase orders. To access this function, double-click this option 
and the following screen will appear: 
 

 
Purchase Order ordering screen 

 
From this screen the operator can select items to be ordered from a commercial vendor. 
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To create a purchase order, you must first select the items that you want to order, and then create 
the purchase order. Complete the following steps: 
 
1. Click on the drop-down arrow in the Dept. field and select the type of item or if you know what 

the SKU# is just enter it in the SKU# field. 

 

2. Click on the drop-down arrow in the Category field and select the category of the item.  If you 
know what the SKU number is enter it in the SKU# field. 

 

3. Click on the drop-down arrow in the SKU # field and select the specific item or you can just 
enter the SKU in the field.  
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4. Once you do this, the desription, contract number, stock level on hand and the cost of the item 
will be populated by default.  Refer to the following figure: 

 

5. Click on the Order Amount field and enter the quantity that you want to order. 

Hint:  This block is automatically populated with a zero, highlight the zero with your mouse 
and enter the quantity that you desire to order.  Always ensure that you review your 
quantities prior to executing create purchase order option. 

 

After you have entered the quantity that you want to order and press the Enter button the system 
will automatically determine the case pack validity.  If the case pack is correct based off of 
ASL/ACB the system will allow you to continue with the next item.  If the case pack differs from 
ASL/ACB you will get the following message:       
     

  

If you let the system to determine the case pack it will place the new quantity in the field by default.  
Refer to the following figure: 
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The article cost field is populated by default.  This information is based on ASL/ ACB information 

 

6. Continue this process until you have selected all items that you wish to order.  
•  Activate the Order check box (at the far-right side of the line) to indicate that this item is to 

be placed onto the purchase order. OR 
•  Click on the Select All button.  This flags all of the items for inclusion. 

7. Once you have selected all of the items that you need to order (ensure that you have 
activated the appropriate Order check boxes), click on the Create PO button.  

ROM II will scan your purchasing worksheet and determine how many purchase orders are 
required for this order. A message box similar to the following will appear: 

 
 

Hint:  ROM will automatically determine how many Purchase Order Numbers to create 
based on what you order.  Order what you need and let ROM worry about creating the 
Purchase Orders Numbers. 
 

8. Click on Yes to create the purchase orders. The Purchase Order Creation Status screen will 
appear. 
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                                            Purchase Order Creation Status Screen 
 

This screen displays the newly created purchase order number(s).  

Hint:  Click on any of the newly created Purchase Order numbers and you will go 
directly to the Orders Updating and Management screen.  From this screen you can 
edit, confirm or delete a non-confirmed order. You can also access purchase orders 
from the View Edit Print Purchase Orders ASL/ACB option.    Refer to page 57. 

HOW TO MAKE CORRECTIONS TO THE ORDER REPORT FORM 
PRIOR TO CREATING THE PURCHASE ORDER: 

At times the contract number, cost price or unit of issue that is extracted from the ASL/ACB may be 
incorrect.  These errors can be corrected by utilizing the Update ASL/ACB button.  The following 
are some common examples: 

 

From the Order Report Screen enter the items intended to order.  For our example we will be 
ordering the following items from Eurpac Warehouse Sales Inc.  Contract Number N00189-99-D-
0065. 

1. 0111204170 PEN MSP-21 BIC    12 . 47 

2. 1100000285 TOOTHPASE COLGATE REG   48 1.64 

3. 1100000932 DEOD. AP FRESH SCENT   48 1.59 

4. 1100000978 DEOD. SPEED STICK REG   48 1.59 

5. 1100000997 DEOD. AP SPORT TALC   48 1.59 
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6. 1100005262 DEOD. SPEED STK CLEAR OCEAN  48 1.59 

7. 5500001920 UNDERWEAR  XLG FRUIT LOOM  36 4.98 

8. 5500001919 UNDERWEAR LG FRUIT LOOM   36 4.98 

9. 8700003388 WATER GRAYSON    50 6.00 

 

 

After entering the above information we can see that there are a number of discrepancies between 
the vendor worksheet and the ASL/ACB that need to be corrected prior to creating the Purchase 
order. 

Items 1100005262, 5500001919 and 8700003388 have unit of issue conversion problems that 
require maintenance.  Item 8700003388 has an incorrect contract number and item 
0111204170 has an incorrect cost price. 
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Each of these items can be easily corrected.  Click on the Update ASL/ ACB button and the 
following screen will appear: 

 

The first item we will correct is item 0111204170.  Enter the SKU number in the Stock # field and 
press the Enter button.  The item information from ASL/ ACB will appear.  This process will take a 
few moments to process so be patient. 
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In the New column in the Article Cost field, change the .43 to reflect .47. 

 

Click on the Change button. 
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The ASL/ACB has been updated with the correct cost price.  Click on the Return button and you 
will be returned to the Order Report Form. 

 

From the Order Report Form you can see that the corrected cost price has been automatically 
updated. 

The next item that will be corrected is 8700003388.  This item has an incorrect contract number 
and the unit of issue for this item is not correct.  The item is ordered by the case and sold by the 
can.  The system is not converting the number of cases to cans.  Click on the Update ASL/ACB 
button and enter the SKU 8700003388 in the Stock # field and press the enter button. 
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Scroll and select the correct contract in the New Contract # field. 

 

 

Scroll and select CS in the Re-Order unit field.   
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The system will prompt the user to enter the conversion quantity.  Refer to the following message: 

 

Click on the OK button and enter 24 in the Case Pack Qty field. 
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Once you have entered the Case Pack Qty, click on the Change button. 

 

 

Both the Current and the New fields should be populated with the correct information.  Click on the 
Return button. 
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The Order Report form is automatically updated with the correct Contract and with correct 
conversion information as indicated in yellow.  The order was for 50 cases and the correct 
conversion is for the number of cases times the number of cans/ bottles per case.  In the above 
example 50 cases times 24 cans/ bottles is equal to 1200.  1200 is the selling units and will be the 
number that posts to the stock record card once received.  24 is divided into $6.00 to give the 
coversion cost price for this item and should be reflected as so on the stock record card at .25. 

NOTE:  THE SAME PROCEDURE WILL BE USED TO CORRECT THE REMAINING 
DISCREPANCIES FROM OUR EXAMPLE. 
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View/ Print/ Edit and Confirming a Purchase Order:  
You can access this screen one of two ways.  The first and quickest is to double-click on the 
Purchase Order number when you initially create it and the second way is to select from the View 
Print Edit Purchase Orders ASL/ACB option. 

 

9. From this screen we need to enter all of the pertinent information such as the delivery date 
and all statements that are required.  

Note:  If the VENDOR information requires modification you can do this in any of the White 
blocks under the Contractor field. 
 
From this screen the operator can: 

•  Edit the Purchase Order by entering the required information. 
•  Delivery to FOB 
•  All required statements 
•  Ships Address 
•  Add/ Delete merchandise on the same contract. 

•  Confirm the Purchase Order when ready. 
•  Delete the Purchase Order ( Only if the PO has not been  previously confirmed) 
•  Print the Purchase Order. 

 
Hint:  If the Purchase Order has been confirmed and the merchandise has not been received 
you can cancel the order from the Cancel Order form.  The Cancel Order form is located in 
the Orders main menu option. 
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Completed and confirmed Purchase Order 
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All Other Purchase Orders: 

Other Purchases are defined as purchases that are non-standard in some way. These include, but 
are not limited to: 

•  Equipment ----USE THE FINANCIAL ACCOUNTING OPTION AND EQUIPMENT 
PURCHASE SELECTION.   

•  Special 1155’s 
•  Vending repair----USE THE FINANCIAL ACCOUNTING OPTION AND LAUNDRY 

CLAIMS/ SERVICE CHARGE SELECTION. 
Note:  Refer to the Overseas Ordering Chapter for Equipment and Service Charges. 
 
This function allows you to create, view, print and edit these purchases. To access this function, 
double-click this selection, and the following menu will appear: 
 

 
Other Purchases Screen 

 
From this screen, you can view, print or edit a Special 1155.  
 
1. Click on the Add Order button and the next available Purchase Order Number will appear. 
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2. Leave the Contract field blank until you get the authorized contract number from NEXCOM. 
Note: You must have this information prior to confirmation. 
3. Enter the Recommended source and address in the Contractor Name and Address field. 
4. Double click in the Delivery to FOB Point By field and select the desired date of delivery. 
5. Enter any Discount that may apply to this order.   
6. Scroll and select any statements that are required in the Stmt fields.  Refer to the following 

figure: 
 

 
 

7. Click on the Add/View Line Items button and the following screen will appear: 
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8. Enter the SKU Number for the item you want to order in the SKU field and enter the quantity 
for order. 
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9. Once all information has been approved, you may confirm this order. 

Create Requisitions OSO: 
This function lets you create a new requisition for stock from another ship’s officer (OSO). To 
access this function, double-click this selection.  From this screen, you can initialize a new OSO 
requisition and orders from a Cargo Ship. 
 
Software Process Note:   
To order an item that has never been part of your inventory database, you must first: 

•  Create a stock record card for that item. 
•  Link the item to a Dummy Vendor/ Unassigned Vendor. 
•  Then proceed to the Requisitions OSO screen and order. 

To create a new Requisition from Other Supply Officer click on this option and the following screen 
will appear: 

 

Requisition Criteria Box 

•  Enter Sales Officer in the TO field. 

•  Enter the Ship’s Name in the Ship Name field. 

•  Enter the Ship’s FPO Address in the FPO ADDR field. 
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•  Once you have entered the entire required information click on the Continue button and the 
following screen will appear: 

 

 

•  Scroll and select the desired Department.  If you know what the SKU is for the item you can 
skip this process and advance to the SKU # field and enter the SKU. 

•  Scroll and select the desired Category. If you know what the SKU is for the item you can skip 
this process and advance to the SKU # field and enter the SKU. 

•   Scroll and select or manually enter the SKU. 

•  Enter the quantity to be ordered in the Amt. Field. 

•  Verify cost price and modify if necessary.  Refer to the following figure: 
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•  Total cost field is automatically populated. 

•  Enter each item to be ordered and complete all the information from the previous steps. 

•  Click on the Create Requisition button.  The system will automatically send you to the View/ 
Print/ Edit Requisition OSO screen. 
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View/Print/Edit Requisition OSO  
This function let you view, print, or edit existing requisitions that have been submitted for stock from 
another ship’s officer (OSO). To access this function, double-click this selection, and the following 
menu will appear: 
 

 
 

From this screen, you can view, print or edit an existing OSO requisition or a newly created 
requisition. 

 
•  Scroll and select the appropriate statement in the Authority or Purpose field. 

 

 
View/Edit Requisition OSO Screen 

 
•  Enter the expenditure number in the Transferring Ship’s Expenditure Number field. 
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•  Double click in the Requied field and select the appropriate date. 
 
•  Click on the appropriate address in the Ships Address field. 
 
 

 
 

Once you have entered all the correct information on the View/ Edit Requisition OSO Form, Click 
on the Add/ View Line Items button and verify that all items are correct.  Refer to the following 
figure: 
 

 
 



66 
Updated 21 December 2000 

Version 00.03E 

•  Click on the Return button to return to the View/ Edit Requisition OSO Form. 

 

From this screen you can print, cancel and confirm the requistion.  Note that prior to receipt of the 
items that the requisition must be confirmed.  A confirmed requisition will indicated by a checked 
box in the Requisition Confirmed field. 

 Create Requisitions Other Appropriations:  

This function lets you create a new requisition for stock from another division within your ship. To 
access this function, double-click this selection, and the following menu will appear: 
 
 

 
Requisition Criteria Screen 

 
 
From this screen, you can initialize a new “other appropriation” requisition.  
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•  Enter the Officer in charge that you are getting the stock from in the TO field.  I.E. General 
Mess would be FOOD SERVICE OFFICER, OPTAR would be SUPPLY OFFICER. 

•  Enter the Ship’s Name in the Ship Name field. 

•  Enter the Ship’s FPO Address in the FPO ADDR field. 

 
Requisition Criteria Screen 

 
 

•  Once you have entered the entire required information click on the Continue button and the 
following screen will appear: 

 
Requsition Other Appropriations Form 

 

•  Scroll and select the desired Department.  If you know what the SKU is for the item you can 
skip this process and advance to the SKU # field and enter the SKU. 
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•  Scroll and select the desired Category. If you know what the SKU is for the item you can skip 
this process and advance to the SKU # field and enter the SKU. 

•   Scroll and select or manually enter the SKU. 

•  Enter the quantity to be ordered in the Amt. Field. 

•  Verify cost price and modify if necessary.  Refer to the following figure: 

 

 
Requsition Other Appropriations Form 

 
 

•  Total cost field is automatically populated. 

•  Enter each item to be ordered and complete all the information from the previous steps. 

•  Click on the Create Requisition button.  The system will automatically send you to the View/ 
Print/ Edit Requisition Other Appropriations screen. 

View/Print/Edit Requisitions Other Appropriations: 
This function let you view, print, or edit existing requisitions that have been submitted for stock from 
another department or division within your ship. To access this function, double-click this selection, 
and the following menu will appear: 
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Requisition Other Appropriation Screen 

 
From this screen, you can view, print or edit an existing or newly created “other appropriation” 
requisition.  
 
 

 
•  Scroll and select the appropriate statement in the Authority or Purpose field. 

 

 
 Requisition Other Appropriation Screen 
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•  Enter the expenditure number in the Transferring Ship’s Expenditure Number field. 

 
•  Double click in the Required field and select the appropriate date. 
 
•  Click on the appropriate address in the Ships Address field. 
 
 
Once you have entered all the correct information on the View/ Edit Requisition OSO Form, Click 
on the Add/ View Line Items button and verify that all items are correct.  Refer to the following 
figure: 
 

 
Requisition Other Appropriation Screen 

 
 
 
•  Click on the Input Acct. Data button.   
 
 

 
 

The following screen will appear: 
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•  Enter the Accounting Spread Information in the appropriate fields. 
 
NOTE: the same division/ department that the stock is coming from will provide this 
information to you. 
 

 
 

•  Once you have entered all of the correct information click on the Confirm Acct. Data button.  
You will get the following message: 

 

 
NOTE: Once you confirm the accounting data you will not be able to make changes. 
 
•  Click on the Yes button if you wish to continue No if not. 
 
 
The form will be grayed out and no other modifications can be made.  Refer to the following figure: 
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•  Click on the Return button to return to the View/ Edit Requisition Other Appropriation Form. 
 
 

From this screen you can print, cancel and confirm the requistion.  Note that prior to receipt of the 
items that the requisition must be confirmed.  A confirmed requisition will indicated by a checked 
box in the Requisition Confirmed field. 
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Cancel Purchase Order Form: 
This function allows you cancel previously submitted, confirmed Purchase Orders/ Requisitions. 
The Purchase Order/ Requisition must be in a confirmed status and the stock must not have been 
received yet. To access this function, double-click this selection and the following screen will 
appear: 
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When selecting a particular Purchase Order, the form becomes populated with all the information 
for that Purchase Order. 
 
Click the Cancel Order Button and the Purchase Order will be cancelled. 
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INVENTORY MOVEMENT 
From the Inventory Movement option the operator can conduct various tasks.  Stock Record Card 
maintenance, Receiving stock, Moving stock from one activity to another, Procurement of stock, 
Expending stock and using sales history utilize the Smart Re-Order function.  From the main menu 
select the Inventory Movement option and the following screen will appear: 
 

 

The Inventory Movement option has six options each will have its own section dedicated to 
it. 
 

Receipts: 
 
This function lets you receive stock that has been acquired through purchase orders and various 
requisitions. To access the Receipts function, double-click this selection and the following screen 
will appear: 
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Hint:  Before you can receive, you must first have the Receipt Inspectors copy of the 
procurement document in hand to receive the correct quantities. 

 

Performing a New Receipt: 
To initiate a new receipt, complete the following: 
 
1. Click on the New Receipt button. A message will inform you that you are about to create new 

receipt.  Click on Yes to continue.  Refer to the following figure: 
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2. Advance to the Receipt Options box and activate the option button for the type of receipt this 

will be.  Purchase Order, Requisition OSO, or Requisition Other Appropriation, as desired.  
(This will limit the list that you see in the next step to only those types of orders.) 

 
3. Use the drop-down arrow in the Order/Requisition field to locate and select the order that you 

wish to receive. (Only orders that have been confirmed will appear in the drop-down list.)  
Once you have selected the order, data from the order will populate the remainder of the 
screen. 
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4. Ensure that if there are any transportation charges or cash discounts that you use the 
appropriate buttons to enter them into system.  Refer to the following: 

 

 
 
 
5. Click on the Add/View Line Items button.  The following screen will appear: 
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6. Advance through the Current Cost, Quantity Received, and Quantity Canceled fields for each 
item being received and update them as necessary. When you are finished, click on the Post 
button.  The receipts of the amounts that you have indicated with be posted, and the database 
will be updated with receipt and inventory information.   

 
Hint: If the quantity received is less than that of that was ordered, enter the actual 
quantity delivered (You cannot enter more than that was ordered).  You can cancel the 
difference of quantity ordered and quantity received. 
 
 

7. When new items are received or the cost price of a previously carried item has changed, the 
Retail Price Update Form will appear with a message block suggesting a new retail price.  To 
accept this price, click on the “accept change button”.  To create a new or different price, enter 
the retail price that you want and then click on the “accept change button”.  

 
NOTE:  Ensure that when receiving Vending Items that the standard selling price is entered 
otherwise the Profiability report for your non-epos activities will indicate the most recent 
retail price. 
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8. Click on the stock record card button to verify the correct posting.   Refer to Chapter 4 Stock 

Record Card. 
 
9. Print and view the Receiving Report.  This report will be filed in the BO1/ B05 File.  Refer to the 

following figures: 
 

 
 

The receiving report will indicate any transportation charges or discounts for the receipt.  Refer to 
the following report: 
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After you have reviewed and printed out the receiving report, file in B01/B05 File.  The system will 
by default print out an UPC maintenance listing report for the receipt when you exit from the 
Receiving Report Screen.  Refer to the following report: 
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The purpose of this report is to identify ship’s store stock that has not had UPC maintenance 
completed.  Every item that has been received will be displayed on this report.  The SKU Number 
by system default will create a SKU barcode.  If the manufacturers UPC has been assigned to an 
item a separate line for the same item will be displayed with the appropriate UPC attached.  For 
our example, no UPC maintenance has been completed.  This would be the time to collect the 
items and marry up the UPC to the SKU.  This task is conducted at the stock record card function 
or via by the PDT.  Once this maintenance is completed, it can be viewed again by selecting the 
appropriate receipt number and selecting the Receiving Report button and then exiting the report.  
The system will display the UPC report with all additions made.  Refer to the following report: 

 
Verfification of UPC maintenance can also be conducted at the stock record card.  Refer to 
Chapter 4 Stock Record Card. 
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10. Click on Return to return to the previous screen. 
 
 
 
Making Corrections to Receipts: 
 
You cannot make corrections to the physical receipt, but only make the necessary adjustments that 
will offset the mistake.  Complete the following steps: 
 
1. From the Financial Accounting menu, select the Accounting Adjustment option, and the 

following screen will appear: 
 

 
 
2. From this screen you will complete the following: 

•  Click on the Add button 
•  Leave the Date field as is, the system enters this information by default. 
•  Enter the amount of the financial adjustment.  (Ensure that all negative 

adjustments are in parenthesis)  
•  Enter the last four digits of the procurement document in the Letter Serial # 

field. 
•  Enter the date of the original procurement document in the Original Document 

Date field. 
•  Enter the receipt number for the document posted incorrecly in the Original 

Receipt # field. 
•  Enter the month of the original receipt that is incorrect in the Month Orig. 

Receipt field. 
•  Enter the procurement document number in the Purchase Order # field.   

Hint:  Either purchase orders or requisitions can be entered in this field. 
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•  Enter any comments regarding this transaction in the Comments field.  This 
information will appear on the Accounting Adjustment Report. 

•  Enter the date that the transmittal was sent in the Month of Transmittal field. 
•  Check the appropriate adjustment type box. 
•  Review each of the fields to ensure all the correct information has been 

entered. 
•  Click the Post button to post the adjustment to the 153 and all-supporting 

documents. 
 

This transaction corrects the BO9 and B22 for retail/ B26 for vending of the Balance Sheet.  
If quantities have been affected there is still a need to make the correction to the stock 
record cards for the correct quantities.  Conducting a spot inventory for the particular items 
that are incorrect is required.   Complete the following steps: 

 
 
1. From the Inventory Count Functions Menu, select the Create New 

Inventory Function.  From this screen complete the following: 
•  Scroll the Select Store field and select 99 
•  Scroll the Select Criteria field and select Article # 
•  Check the box next to the items that you require to conduct a spot 

inventory on. 
•  Click on the Generate Worksheet button, and you will get a warning 

message (You are about to create a new inventory count worksheet.  
Do you wish to continue.  Yes  or No.  If you want to continue select 
yes, if not select the no option.   

2.  From the Inventory Worksheet screen complete the following: 
•  Scroll the Search for Count field and select the appropriate date and 

Inventory control number. 
•  Select store number 99. 
•  Enter the correct quantities in the Current Actual column. 
•  Click on the Confirm button and you will receive the following 

message (You are about to update the inventory for store # 99.  This 
action is irreversible.  Do you wish to Continue?  Click on Yes to 
continue or No to stop. 

•  Click on the Return button to exit this screen. 
 

3. This process has adjusted B14 accordingly and will negate the entry made 
to B22 for retail or B26 for vending.  
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INVENTORY MOVEMENT 
From the Inventory Movement option the operator can conduct various tasks.  Stock Record Card 
maintenance, Receiving stock, Moving stock from one activity to another, Procurement of stock, Expending 
stock and using sales history utilize the Smart Re-Order function.  From the main menu select the Inventory 
Movement option and the following screen will appear: 
 

 

The Inventory Movement option has six options each will have its own section dedicated to it. 

Expenditures: 

This function allows you manage and account for various types of expenditures, including: 

•  Transferring ship’s store stock to other ships or shore facilities. 
•  Transferring ship’s store stock to divisions (for example, the officer’s mess) outside your ship’s 

store system, but within your ship. 
•  Returning unsold (or damaged) stock to vendor. 
•  Investigating and reporting on lost or damaged stock. 
•  Marking stock down to zero. 

 
To access the Expenditures function, double-click this selection, and the following screen will appear: 
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Transfers to Other Supply Officers: 
This function lets you transfer stock to other ships or facilities. Double-click on this selection, and the 
following screen will appear: 
 
 

 
 

From this screen, you can initiate the movement of stock to another ship.  
 
Create a New Transfer to Other Supply Officers: 
 
1. Click on the Add/ New Transfer Button. 
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Once you have clicked on the Add New Transfer button the screen will refresh and the Expenditure 
Number field will populate with the next available expenditure number.  Refer to the following figure: 
 

 
2. Enter “Sales Officer” on the first line of the Requisitioning Activity field. 

3. Enter the name of the ship on the second line of the Requisitioning Activity field. 

4. Enter the FPO address on the third line of the Requisitioning Activity field.  Refer to the following figure: 
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5. Enter the Requisition Number from the Requesting ship in the Requisition Number field. 

6. Double click in the Delivery Required field and select the appropriate date that the requesting ship 
desires delivery. 

7. Double click in the Shipped Date field and select the appropriate date that the stock was or will be 
shipped. 

8. Scroll and select the appropriate P-487 reference in the Authority Purpose field.  Refer to the following 
figure: 

9. Select the appropriate option in the Ship’s Address field. 
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10. Click on the Add/View Line Items button.  The following screen will appear: 
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11. Enter the SKU (STOCK NUMBER) in the Article Number field.  The description will populate by default 
one the item is found by the system. 

12. Enter the Quantity to be transferred in the Quantity field.   

NOTE:  The QOH field will populate by default.  This number is the quantity on hand. 

Refer to the following figure: 
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13. The Unit Cost field populates by default.  When you enter quantities in the Quantity field the Total Cost 
field automatically calculates. 

14. The Reimbursement Cost field is designed to populate by default with the same figure as the Total 
Cost field, however there may be a time that a mutually agreed upon price for transfer is made.  In 
these situations the total cost at the agreed price will be manually entered in this field, overriding the 
system’s Reimbursement Cost price total.  Refer to the following figure: 
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15. There will be a variance between the Total fields.  The difference will be realized and taken up as a 
Cost of Operations Retail.  Refer to the following figure: 
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16. Click on the Return button to go back to the previous screen. 

Canceling a Transfer to Other Supply Officers: 

1. To cancel a previously created Transfer to Other Supply Officers that has not been confirmed, scroll 
and select the appropriate expenditure number from the Transfer Search scroll down field. 

2. Click on the Cancel Transfer button and the following message will appear: 

 

 

3. Click on the Yes button and the transfer will be canceled.  You will note that the system will place a 
check mark in the Transfer Cancelled box located on the right hand side of the screen. 

 

Confirming a Transfer to Other Supply Officers: 

NOTE: By confirming a Transfer to Other Supply Officers all items will be expended from stock so 
ensure that the items have been taken by the Receiving Activity prior to Confirmation. 

1. To Confirm a Transfer to Other Supply Officers, scroll and select the appropriate expenditure number 
from the Transfer Search scroll down field. 
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2. Click on the Confirm Transfer button and the following message will appear: 

 

3. Click on the OK button and the transfer will be confirmed.  You will note that the system will place a 
check mark in the Transfer Confirmed box located on the right hand side of the screen.  Refer to the 
following figure: 
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Transfer to Other Appropriations: 
This function lets you transfer stock to other divisions (for example, the officer’s mess) outside your 
ship’s store system, but within your ship. Double-click on this selection and the following screen will 
appear: 
 

 
 
From this screen, you can initiate the movement of stock to a division/ department within your ship.  
 
1. To create a new Transfer to other Appropriates, click on the Add New Transfer button.  The 

Expenditure Number field will be automatically populated with the next available expenditure 
number.  Refer to the following figure: 
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2. Enter the position title of the officer in charge of the requisitioning activity.  I.E. Food Service 
Officer, Supply Officer etc., on the first line of the Requisitioning Activity field. 

3. Enter the name and hull number of the ship on the second line in the Requisitioning Activity field. 

4. Enter the FPO address on the third line on the Requisitioning Activity field. 

5. Enter the Requisition Number in the Requisition Number field. 

6. Double click in the Delivery Required field and select the date that delivery is required. 

7. Double click in the Shipped Date field and select the date that the stock was or will be shipped. 

8. Scroll and select the appropriate statement in the Authority Purpose field. 

9. Scroll and select the method of shipment in the Mode of Shipment filed.  Refer to the following 
figure: 
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10. Click on the Input Acct. Data button and the following screen will appear:   

11. Once you have entered all the accounting data click on the Confirm Acct. Data button.  The 
following message will appear: 
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12. Click on the Yes button to confirm information or No not to confirm. 

NOTE:  Ensure that prior to confirming the Input Acct.  that you have the correct and complete 
Accounting data to be entered.  If you do not complete this field in its entirety the information 
cannot be changed later.  A new expenditure will need to be generated.                                                         

Note:  X=THE FISCAL YEAR.  This Accounting data will be obtained from the Requisitioning 
activity. 

 

 

13. Click on the Return button to return to the previous screen. 
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14. Click on the Add/ View Line Items button and the following screen will appear: 

 

15. Enter the SKU (STOCK NUMBER) in the Article Number field.  The description will populate by default 
one the item is found by the system. 
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16. Enter the Quantity to be transferred in the Quantity field.   

NOTE:  The QOH field will populate by default.  This number is the quantity on hand. 

Refer to the following figure: 

 

17. The Unit Cost field populates by default.  When you enter quantities in the Quantity field the Total Cost 
field automatically calculates. 

18. The Reimbursement Cost field is designed to populate by default with the same figure as the Total 
Cost field, however there may be a time that a mutually agreed upon price for transfer is made.  In 
these situations the total cost at the agreed price will be manually entered in this field, overriding the 
system’s Reimbursement Cost price total.  There will be a variance between the Total fields.  The 
difference will be realized and taken up as a Cost of Operations Retail.   

 

19. Click on the Return button to go back to the previous screen. 
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Canceling a Transfer to Other Appropriations: 

1. To cancel a previously created Transfer to Other Appropriations that has not been confirmed, scroll 
and select the appropriate expenditure number from the Transfer Search scroll down field. 

2. Click on the Cancel Transfer button and the following message will appear: 

 

3. Click on the Yes button and the transfer will be canceled.  You will note that the system will place a 
check mark in the Transfer Cancelled box located on the right hand side of the screen. 

Confirming a Transfer to Other Appropriations: 

NOTE: By confirming a Transfer to Other Supply Officers all items will be expended from stock so 
ensure that the items have been taken by the Receiving Activity prior to Confirmation. 

1. To Confirm a Transfer to Other Appropriations, scroll and select the appropriate expenditure 
number from the Transfer Search scroll down field. 

2. Click on the Confirm Transfer button and the following message will appear: 

 

 

3. Click on the OK button and the transfer will be confirmed.  You will note that the system will place a 
check mark in the Transfer Confirmed box located on the right hand side of the screen.  Refer to 
the following figure: 
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4.  Click on the Return button. 
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 Confirmed Transfer Other Appropriation 
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Bulk Sales / Credit Memo: 
This function lets you return unsold or defective stock to vendors for cash refund or credit, and conduct 
Bulk Sales.  Click on this option, and the following screen will appear: 
 

 
 

Creating Credit Memorandums: 

1. Click on the New Document button. The next available expenditure number will be assigned.  

2. Select the Credit Memorandum option in the Expenditure Type field. Refer to the following figure: 
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3. Enter the name of the Vendor on the first line of the Vendor/ Shipped to Information field. 

4. Enter the address of the vendor the second through fourth lines in the Vendor/ Shipped to 
Information field. 

5. Enter the Purchase Order number that the stock was originally ordered in the Order Number field. 

6. Double click and select the appropriate date in the Date required field. 

7. Double click and select the appropriate date in the Date Shipped field. 

8. Scroll and select the appropriate statement in the Authority Statement field.   

9. Select the appropriate address in the Ships Address field.  Refer to the following figure: 

 

10. Click on the Add/View Line Items button.  The following screen will appear: 
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11. Enter the SKU (STOCK NUMBER) in the Article Number field.  The description will populate by 
default one the item is found by the system. 

12.  Enter the Quantity to be returned in the Quantity field.   

NOTE:  The QOH field will populate by default.  This number is the quantity on hand. Refer to the 
following figure: 
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13. The Unit Cost field populates by default.  When you enter quantities in the Quantity field the Total 
Cost field automatically calculates. 

14. The Reimbursement Cost field is designed to populate by default with the same figure as the Total 
Cost field, however there may be a time that a mutually agreed upon price for return is made.  In 
these situations the total cost at the agreed price will be manually entered in this field, overriding 
the system’s Reimbursement Cost price total.  There will be a variance between the Total fields.  
The difference will be realized and taken up as a Cost of Operations Retail.   

15.  Click on the Return button to go back to the previous screen. 

 

Canceling a Credit Memorandum: 

 

1. To cancel a previously created Credit Memorandum that has not been confirmed, scroll and select the 
appropriate expenditure number from the Expenditure Search scroll down field. 

2. Click on the Cancel Transfer button and the following message will appear: 

 

3. Click on the Yes button and the transfer will be canceled.  You will note that the system will place a 
check mark in the Cancelled box located on the right hand side of the screen. 

Confirming a Credit Memorandum: 

1. To Confirm a Credit Memorandum, scroll and select the appropriate expenditure number from the 
Expenditure Search scroll down field. 

2.  Click on the Confirm button and the following message will appear: 
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3. Click on the OK button and the credit memorandum will be confirmed.  You will note that the system 
will place a check mark in the Confirmed box located on the right hand side of the screen.  
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Confirmed Credit Memo 
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Creating a Cash Refund/Bulk Sale: 

1. Click on the New Document button. 

2. Select the Cash Refund/Bulk Sale option in the Expenditure Type field.  The next available expenditure 
number will be assigned.  Refer to the following figure: 

 

3. For Cash Refunds-Enter the name of the Vendor on the first line of the Vendor/ Shipped to Information 
field. 

For Bulk Sales-Enter Officer in Charge on the first line of the Vendor/Shipped to Information field. 

4. Enter the UIC and address of the vendor or requisitioning activity on the second through fourth lines in 
the Vendor/ Shipped to Information field. 

5. For Cash Refunds-Enter the Purchase Order number that the stock was originally ordered in the Order 
Number field. 

For Bulk Sales-Enter the Order Number supplied by the requisitioning activity. 

6. Double click and select the appropriate date in the Date required field. 

7. Double click and select the appropriate date in the Date Shipped field. 
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8. Scroll and select the appropriate statement in the Authority Statement field.  Refer to the following 
figure: 

 

9.  Click on the Add/View Line Items button.   
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10. Enter the SKU (STOCK NUMBER) in the Article Number field.  The description will populate by default 
one the item is found by the system. 

11. Enter the Quantity to be returned or Transferred in the Quantity field.   

NOTE:  The QOH field will populate by default.  This number is the quantity on hand. 

Refer to the following figure: 
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12. The Unit Cost field populates by default.  When you enter quantities in the Quantity field the Total Cost 
field automatically calculates. 

13. The Reimbursement Cost field is designed to populate by default with the same figure as the Total 
Cost field, however there may be a time that a mutually agreed upon price for return is made.  In these 
situations the total cost at the agreed price will be manually entered in this field, overriding the system’s 
Reimbursement Cost price total.  There will be a variance between the Total fields.  The difference will 
be realized and taken up as a Cost of Operations Retail.   

14. Click on the Return button to go back to the previous screen. 

 

Canceling a Cash Refund/Bulk Sale: 

1. To cancel a previously created Cash Refund or Bulk Sale that has not been confirmed, scroll and 
select the appropriate expenditure number from the Expenditure Search scroll down field. 

2. Click on the Cancel Transfer button and the following message will appear: 
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3.  Click on the Yes button and the transfer will be canceled.  You will note that the system will place a 
check mark in the Cancelled box located on the right hand side of the screen. 

Confirming a Cash Refund/ Bulk Sale: 

1. To Confirm a Cash Refund or Bulk Sale, scroll and select the appropriate expenditure number from the 
Expenditure Search scroll down field. 

2. Click on the Confirm button and the following message will appear: 

 

3. Click on the OK button and the credit memorandum will be confirmed.  You will note that the system 
will place a check mark in the Confirmed box located on the right hand side of the screen.  
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Confirmed Bulk Sale/ Cash Refund 
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Cost of Operations: 
This function allows you to transfer stock to your own ship’s store system, for the purpose of using this 
stock for your operation. Double-click on this selection and the following screen will appear: 
 
 

 
 
1. To create a new Cost of Ops transaction click on the New Cost of Ops button.  The next expenditure 

number will automatically be assigned.  Refer to the following picture: 
 

 
2. Select the appropriate operation in the Type of Cost field.  Refer to the following figure: 
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3. You can enter any notes on the transaction in the Notes field, however these notes do not appear on 
the final document. 

4. Click on the Add/View Line Items button.  The following screen will appear: 

 

5. Enter the SKU (STOCK NUMBER) in the Article Number field.  The description will populate by default. 

6. Enter the Quantity in the Quantity field. 

NOTE:  The QOH field will populate by default.  This number is the quantity on hand. 
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Refer to the following figure: 

 

7. The Unit Cost field populates by default.  When you enter quantities in the Quantity field the Total Cost 
field automatically calculates. 

8. Click on the Return button to go back to the previous screen. 

 

Canceling a Cost of Ops: 

1. To cancel a previously created Cost of Ops that has not been confirmed, scroll and select the 
appropriate expenditure number from the Cost of Ops Search scroll down field. 

2. Click on the Cancel Cost of Ops button and the following message will appear: 
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3.  Click on the Yes button and the transfer will be canceled.  You will note that the system will place a 
check mark in the Cancelled box located on the right hand side of the screen. 

Confirming a Cost of OP’s: 

1. To Confirm a Credit Memorandum, scroll and select the appropriate expenditure number from the Cost 
of Ops Search scroll down field. 

2. Click on the Confirm Cost of Ops button and the following message will appear: 

 

3. Click on the OK button and the credit memorandum will be confirmed.  You will note that the system 
will place a check mark in the Confirmed box located on the right hand side of the screen.  

Confirmed Cost of OP’s 
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Surveys: 
This function lets you document and quantify the circumstances and monetary impact associated with the 
loss of, or damage to ship’s store stock. A survey is the process of assessing and reporting these 
circumstances or incidents and then charging the stock off of your ships store operation. To create or 
review a survey, double-click on this selection, and the following screen will appear: 
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New Survey: 
 
Markdown to Zero: 
 
1. Click on the New Survey Button.  The next available expenditure number will be assigned.  Refer to the 

following figure: 
 
 

 
 

2. Scroll and select the appropriate survey reason in the Reason field.   
 

 
From the Survey Type field you can initiate one of three types of surveys: 
 
Note: See the P-487 for further information. 

1. Survey to NWCF, Requires Suppo Approval up to $10,000.00 and Commanding Officer’s 
approval $10,000.00 and above. 

2. Survey to SSPN, Retail.  Requires Supply Officers Approval. 
3. Survey to SSPN, Vending. Requires Supply Officers Approval. 

Note: REFER TO THE P-487 FOR SELECTING THE APPROPRIATE TYPE OF SURVEY. 
 
3.   Select the SSPN, Retail option.  Refer to the following picture: 
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4. Double click in the Loss/ Gain Discovered field and select the appropriate date.   
 
5. In Block 9, Check on the Damaged Box and enter the following statement: 
 
•  “Markdown to Zero”  
 
6. In block 10, enter the following statement: 
 
•  “Markdown to Zero” 
 
Refer to the following figure: 
 

 
 

7. Block 11 leave blank. 
 
8. In block 12a, enter the Ships name and hull number. 
 
9. In block 12b, The system populates Suppo’s name by default.. 
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10. In block 13, leave the number of documents used to adjust property record blank.  The system 

populates the Ship’s name and Sales Officer’s name by default.  Refer to the following figure: 
 
 

 
 
 
 
11. Block 14, Enter the following statement: 
 

•  “I have personally seen the merchandise listed markdown to zero and have ordered it 
destroyed.” 

 
12. Enter the dollar amount of loss/gain in 14a. 
 
13. Block 15 – Leave blank. 
 
14. Block 16 – Leave blank. 
 
15. Block 17 – Leave blank. 
 
16. Block 17a- Ensure that the Approve option is checked.  
 
Refer to the following figure: 
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17. Block 18, Ensure that the Approve block is checked and the system will populate the Suppo’s name 
and rank by default. Refer to the following figure: 

 

18. Scroll to the top of the form and click on the ADD VIEW LINE ITEMS button.  The following screen will 
appear: 
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18. Enter the SKU (STOCK NUMBER) in the Article Number field.  The description will populate by default. 

19. Enter the Quantity in the Quantity field.  Refer to the following figure: 
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NOTE:  The QOH field will populate by default.  This number is the quantity on hand.  You cannot 
survey more than the QOH field indicates.  Ensure that all items in Retail activities are broken back 
to Bulk prior to the survey. 

20. The Unit Cost field populates by default.  When you enter quantities in the Quantity field the Total Cost 
field automatically calculates. 

21. Click on the Return button to go back to the previous screen. 
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Survey to NWCF: 
 
1. Click on the New Survey Button.  The next available expenditure number will be assigned.  Refer to the 

following figure: 
 
 

 
 

3. Scroll and select the appropriate survey reason in the Reason field.   
 

 
From the Survey Type field you can initiate one of three types of surveys: 
 
Note: Refer to the P-487 for further information. 

1. Survey to NWCF, Requires Suppo Approval up to $10,000.00 and Commanding 
Officer’s approval $10,000.00 and above. 

2. Survey to SSPN, Retail.  Requires Supply Officers Approval. 
3. Survey to SSPN, Vending. Requires Supply Officers Approval. 

Note: REFER TO THE P-487 FOR SELECTING THE APPROPRIATE TYPE OF SURVEY. 
 
4. Select the NCWF option.   
5. Double click in the Loss/ Gain Discovered field and select the appropriate date. Refer to the following 

picture: 
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6. In Block 9, Check on the Appropriate Box and enter the statement that describes the circumstances 

that the item/s were damaged, destroyed or lost. 
7. In Block 10, enter a statement for actions taken to correct circumstances reported in Block 9. 
 
Refer to the following figure: 

 
 
 

4. Block 11, leave blank. 
 
5. In block 12, the system enters the Suppo’s name by default. 
 
6. In block 13, leave the number of documents used to adjust property record blank.  The system enters 

the Ship’s name and Sales Officer’s name by default.  Refer to the following figure: 
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7. Block 14, Enter the statement of the Surveying Officer. 
 
8. Enter the dollar amount of loss/gain in 14a. 
 
9. Block 15 – Leave blank. 
 
10. Block 16 – Leave blank.  Refer to the following figure: 
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11. Block 17 – Leave blank. 
 
12. Block 17a- Ensure that the Approve option is checked.  

 

13. Block 18, Ensure that the Approve block is checked and the system will enter the Suppo’s name and 
rank by default. If the survey is $10,000.00 or above the Commanding Officer must be the approving 
official.  Refer to the following figure: 

 

14. Scroll to the top of the form and click on the ADD VIEW LINE ITEMS button.  The following screen will 
appear: 
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2. Enter the SKU (STOCK NUMBER) in the Article Number field.  The description will populate by default. 

3. Enter the Quantity in the Quantity field.  Refer to the following figure: 
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NOTE:  The QOH field will populate by default.  This number is the quantity on hand.  You cannot 
survey more than the QOH field indicates.  Ensure that all items in Retail activities are broken back 
to Bulk prior to the survey. 

4. The Unit Cost field populates by default.  When you enter quantities in the Quantity field the Total Cost 
field automatically calculates. 

5. Click on the Return button to go back to the previous screen. 

 

Canceling a Survey: 

1. To cancel a previously created Survey that has not been confirmed, scroll and select the appropriate 
expenditure number from the Survey Search scroll down field.   

Note that a confirmed survey cannot be canceled. 

2. Click on the Cancel Survey button and the following message will appear: 
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3.  Click on the Yes button and the survey will be canceled.  You will note that the system will place a check 
mark in the Cancelled box located on the right hand side of the screen. 

Confirming a Survey: 

1. To Confirm a Survey scroll and select the appropriate expenditure number from the Survey Search 
scroll down field. 

2. Click on the Confirm Survey  button and the following message will appear: 

 

3. Click on the OK button and the credit memorandum will be confirmed.  You will note that the system 
will place a check mark in the Confirmed box located on the right hand side of the screen.  

Printing a Survey: 

1. Scroll and select the appropriate expenditure number from the Survey Search scroll down field. 

2. Click on the Print Survey button and the transfer invoice will appear on the screen.  Refer to the 
following: 
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Confirmed Markdown to Zero for SSPN Retail 
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Confirmed Markdown to Zero for SSPN Retail 
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Confirmed Survey to NWCF 
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Confirmed Survey to NWCF 
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INVENTORY MOVEMENT 
From the Inventory Movement option the operator can conduct various tasks.  Stock Record Card 
maintenance, Receiving stock, Moving stock from one activity to another, Procurement of stock, 
Expending stock and using sales history utilize the Smart Re-Order function.  From the main menu 
select the Inventory Movement option and the following screen will appear: 
 

 

The Inventory Movement option has six sections each will have its own chapter dedicated 
to it. 

 

Breakouts: 
This function allows the operator to move ship’s store internally of the operation (From Bulk to a 
retail outlet and vice versa.)  Note:  Breakouts cannot be conducted from one retail space to 
another.   To access this function, double-click this selection and the following screen will appear: 
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Breakout process manually: 
 
New Breakout: 
To perform a new breakout, complete the following: 
1. Click on the New Breakout button.  The next available Breakout Number will appear in the 

Breakout Number field. This will become the number for this breakout. 
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2. Click on the drop-down arrow in the Location Created field and select the location where the 
stock is coming from.  

NOTE:   This field will default to Location 99 – Bulk Store Room. (You can select a new 
location if necessary.) 
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3. Use the drop-down arrow in the Destination Store field to select the store to which the stock is 
being transferred.  

 

4. Click on the Breakout Notes field and add any notes about this breakout, if needed.  These 
notes do not appear on the breakout document.  

 

 

5. Click on the Add/View Line Items button.   
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6. Use the drop-down arrows to select the Article number for each item that is to be broken out. 
(If you know what the article number is, you can enter it directly to the block.) For each item 
you select, advance to the Breakout Quantity field and enter the exact quantity to be broken 
out.  Note that the breakout quantity must be equal to or less than the quantity on hand.   

Repeat this step for each item to be transferred on this breakout.  

 

7. When you are finished selecting items and entering their quantities for this breakout, click on 
the Return button. You will be returned to the Breakouts  screen. 
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NOTE:   If you need to review the entire list of items on this breakout, you can click the Add/View 
Line Items button at any time. The Breakout Article screen will appear, populated with 
the items that you have selected for breakout, but once a breakout has been confirmed 
no other modifications can be done.   

Printing the Intra Store Transfer 973:  
 
Once you have selected all the items for the breakout, you can print the 973 form, as follows: 
 
1. Click on the Print Breakout button to print a detailed list of this breakout (NAVSUP Form  

2. 973), which includes signature blocks for authorization, delivery and receipt personnel. 
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Printed 973 process: 
1. The Records Keeper prints out one copy of the 973.  This copy is signed by the Records 

Keeper and then given to the issuing activity.  Note:  You will have to click on the Printer Icon 
to Print the document. 

2. The issuing activity circles the quantities that were delivered and enters an amount in the “QTY 
FROM STORE “ 99 field if requested amount differs from the delivered amount and signs the 
973.  Then gives this copy to the Receiving activity. 

3. The Receiving activity counts the quantities and enters the quantities received in the QTY 
RECEIVED AT STORE column and signs the 973.   

4. The Receiving activity verifies that the quantities received are the same as the quantities 
delivered.  If the quantities are different, then the receiving activity and the issuing activity must 
rectify the difference.  If the issuing activity and the receiving activity cannot agree to the 
quantities the Sales Officer must conduct a spot inventory of the items in question.  Once all 
quantities match the 973 will be given to the Records Keeper. 

5. The Records Keeper will verify that the quantities received matches the quantities issued. If 
they do not refer to step #4.  If the quantities match, the 973 will be confirmed and the final 973 
will be printed. 
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Once the 973 has been confirmed, there cannot be any modification.  So ensure that proper 
care is taken prior to posting. 

 

Canceling a Breakout: 
You can cancel a breakout at any time before you have confirmed it.  To cancel a breakout, click 
on the Cancel Breakout button. A message will inform you that “You are about to cancel breakout 
NN.”  If you click on OK, the breakout will be canceled. 
 
Note:  Ensure that the receipt quantities and the delivered quantities match prior to 
confirmation. 

 

Confirming a Breakout: 
 
To confirm the breakout, click on the Confirm Breakout button.  A message will inform you that 
“after confirming, you will not be able to make any quantity changes.  If you click on OK, the 
breakout will be confirmed and the inventory database will be updated.  When the start of day is 
conducted for the POS system, the retail store will be updated with the items that were received 
from the breakout.  These quantities can be viewed from the stock record card function, and noted 
under the appropriate outlet.  See stock record card for further information. 
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Breakout Process with PDT: 
 
Breakouts can also be accomplished with the aid of a PDT.  The first step is to upload the PDT with 
the most current UPC database. 
 
BackOffice: This Process Takes Approximately 15 Minutes for Each PDT. 
 
1. From the Main Menu select the Inventory Count Functions Option.  The following screen will 

appear: 
 

 
 
2. Click on the PDT Communications option.  The following screen will appear: 
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PDT FUNCTIONS:  
 
1. From the PDT main menu, select function two (COMMUNICATIONS).  Refer to figure A. 
2. From the Communications menu select function two (RECEIVE UPC DATA).  Refer to figure B. 
3. Figure C illustrates what the PDT will display prior to uploading the UPC’s. 

 
Figure A                                          Figure B                                                        Figure C 
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BackOffice: This Process Takes Approximately 15 Minutes for Each PDT. 
 
1.  Click on the Send UPC’s to PDT button.  The data will be downloaded to the PDT. 
 
 

 
 
 
 
 
PDT FUNCTIONS:  
 
1. From the PDT main menu select function one (BRKOUT/INV).  Refer to figure A. 
2. Scan the barcode of the item.  Refer to figure B. 
3. Enter a quantity.  Refer to figure C.  Note that if UPC maintenance has not been accomplished 

that you must enter a SKU (STOCK NUMBER) before the PDT will allow you to enter a 
quantity.  Refer to figure D.   

4. Press the Enter button. 
5. Repeat steps 2-4 until all the different items have been scanned. 
6. Press the FNC button and the 9 button simultaneously to exit. 
7. From the PDT main menu select function two (COMMUNICATIONS).  Refer to figure A. 
8. From the Communications Menu, select function one (SEND DATA).  Refer to figure E. 
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PDT FIGURES A THROUGH E 

 
 
Figure A                                                      Figure B                                                  Figure C 
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                           Figure D                                                     Figure E 
 
BackOffice: 
 
1. From the BackOffice, click on the Import Inv/BRKOUT Data from PDT button.  Refer to the 

following picture: 
 

 
 
 
2. Once you have clicked on the Import Inv/BRKOUT Data from PDT, the following message will 

appear at the bottom of the PDT Communications Menu: 
 

 
 
 
 
PDT FUNCTIONS:  
 
1. From the Communications menu, select function one (SEND DATA).  Refer to figure A. 
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2. Press the Enter button and the data will be downloaded from the PDT to the BackOffice 
system. 

3. Once all the data has been downloaded, click on the Return button until you reach the main 
menu. 

4. Click on the Inventory Movement option from the Main Menu.  The following screen will 
appear: 

 

 
 
5. Click on the Breakouts option and the following screen will appear: 
 

 

6. Click on the New Breakout button.  The next available Breakout Number will appear in the 
Breakout Number field. This will become the number for this breakout. 
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7. Click on the drop-down arrow in the Location Created field and select the location where the 
stock is coming from.  

NOTE:   This field will default to Location 99 – Bulk Store Room. (You can select a new 
location if necessary.) 
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8. Use the drop-down arrow in the Destination Store field to select the store to which the stock is 

being transferred.  

 

9. Click on the Breakout Notes field and add any notes about this breakout, if needed.  These 
notes do not appear on the breakout document.  
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10. Click on the Import Breakout Items from PDT button and the items scanned will be imported to 

the breakout. 
 
 
 
 
 

Printing the Intra Store Transfer 973:  
 
Once you have selected all the items for the breakout, you can print the 973 form, as follows: 
 
1. Click on the Print Breakout button to print a detailed list of this breakout (NAVSUP Form 973), 

which includes signature blocks for authorization, delivery and receipt personnel. 

Printed 973 process: 
1. The Records Keeper prints out one copy of the 973.  This copy is signed by the Records 

Keeper and then given to the issuing activity.  Note:  You will have to click on the Printer Icon 
to Print the document. 

2. The issuing activity circles the quantities that were delivered and enters an amount in the “QTY 
FROM STORE “ 99 field if requested amount differs from the delivered amount and signs the 
973.  Then gives this copy to the Receiving activity. 

3. The Receiving activity counts the quantities and enters the quantities received in the QTY 
RECEIVED AT STORE column and signs the 973.   
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4. The Receiving activity verifies that the quantities received are the same as the quantities 
delivered.  If the quantities are different, then the receiving activity and the issuing activity must 
rectify the difference.  If the issuing activity and the receiving activity cannot agree to the 
quantities the Sales Officer must conduct a spot inventory of the items in question.  Once all 
quantities match the 973 will be given to the Records Keeper. 

5. The Records Keeper will verify that the quantities received matches the quantities issued. If 
they do not refer to step #4.  If the quantities match, the 973 will be confirmed and the final 973 
will be printed. 

Once the 973 has been confirmed, there cannot be any modification.  So ensure that proper 
care is taken prior to posting. 

 

Canceling a Breakout: 
You can cancel a breakout at any time before you have confirmed it.  To cancel a breakout, click 
on the Cancel Breakout button. A message will inform you that “You are about to cancel breakout 
NN.”  If you click on OK, the breakout will be canceled. 
 
Note:  Ensure that the receipt quantities and the delivered quantities match prior to 
confirmation. 

 
 
 

Confirming a Breakout: 
 
To confirm the breakout, click on the Confirm Breakout button.  A message will inform you that 
“after confirming, you will not be able to make any quantity changes.  If you click on OK, the 
breakout will be confirmed and the inventory database will be updated.  When the start of day is 
conducted for the POS system, the retail store will be updated with the items that were received 
from the breakout.  These quantities can be viewed from the stock record card function, and noted 
under the appropriate outlet.  See stock record card for further information. 
 
 
 
Reverse Breakout: 
 
This option allows the operator to reverse a previously-confirmed breakout.  The purpose would be 
to UN-do breakbacks from the vending operation to determine the outlets profitability, breakouts 
that were erroneously sent to the wrong space and to help speed up the closeout process. 
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1. Scroll and select the desired breakout to be reversed from the Breakout Search field. 
 
 

 
 

2. Click on the Reverse Breakout button.   Note that when you click this button that the 
destination store and the location created field have been reversed.  The following screen will 
appear: 
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3. Review the line items to ensure that they are correct and click on the Return button to exit this 

screen. 
 
 

 
 
The original Breakout was created in store 1 and the destination was bulk 99. 
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The Breakout Notes field can be used to enter information about the breakout.  Click on the 
Confirm button once you are satisfied that all information is correct.  Once this is completed, you 
have reversed the breakout.  Click on the Return button to exit this screen. 
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INVENTORY MOVEMENT 
 
 
Smart reorder: 
 
The Smart reorder function allows the operator to generate calculated restocking orders based off the sales 
history of an item.  This history takes time to generate the appropriate algorithm, so do not use this reorder 
function until you have had at least two months worth of sales. 
There are two levels at which the reorder is utilized: 
•  The Storeroom 
•  The Store Level (EPOS RETAIL SPACES) 

 
Each of the above mentioned have two steps in the process. 
1. Review/ Update Min/ Max Levels. 
2. Re-Order Recommendation Report. 
 
Refer to the following screen: 
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Re-Ordering (Bulk Storeroom) 
 
Review/ Update Min/ Max Levels: 
 
The reorder form is utilized to calculate and edit items of stock from the bulk storeroom for reorder based 
on the sales history of that particular item/s.  The system has several criteria that can be selected to 
customize you reorder. Click on the Review/ Update Min/Max Levels and the following screen will appear: 
 
 

 
 

1. Click on the Change Mode button to initiate the Calculate Min/ Max Levels.  Refer to the following 
figure. 
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2. Enter the appropriate criteria in the Factors for Determining Min/Max. 

•  Days Required for Shipping 

•  Days between Re-Orders 

•  Minimum Days of Stock on Hand 

Refer to the following figure: 
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•  Days Required for Shipping- Enter the number of days from the time you place order until you receive 
order. 

•  Days between Re-Order- Enter the number of days between orders. 

•  Minimum Days of Stock on Hand- Enter the number of days of stock you want on hand. 

 

Refer to the following figure: 
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3. Select the appropriate Beginning Date and Ending Date for the period you desire to calculate from.  
Refer to the following figure: 

 

4. Select the department for the items to be calculated.  Refer to the following figure:  
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Note that the system has the ability to calculate for a specific item.  Use the Category and Article 
fields to generate a specific item.  Refer to the following figures. 
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1. To generate the re-order for an entire Department and Click on the RED All button.  The 
system will begin calculating the re-order based on the criteria selected.  You will see a status 
bar at the bottom of the screen.  Refer to the following figure: 

 

2. Once the system has finished the following screen will appear: 
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3. The system has determined the Min and Max Levels as well as the Average Daily Sales.  
Refer to the following figure: 

 

4. The system also calculates the Re-Order amount in the last field.  Refer to the following figure: 

 

5. Click on the Save button in the lower right side of the screen to save this information.  Refer to 
the following figure: 
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6. Click on the Change Mode button again to reflect Review Min/ Max Levels Mode.  Enter the 
same criteria as before and click on the RED All button.  The units have been rounded off to 
the nearest whole number. Refer to the following figure:  

 
 

7. Click on the exit button to return to the Smart Re-Order main menu. 
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Re-Order Recommendation Report: 
 
The Re-Order Recommendation Report can be generated for the manager to review items that the system 
has suggested for re-order.  It is not necessary to print the report, however you may find it useful to do so at 
some point.  Click on the Re-Order Recommendation Report button and the report will be generated.  Refer 
to the following figure: 
 
Note: You must first calculate the re-order and save prior to generating this report. 
 

 
 

Using the Create Purchase Order Smart Re-Order: 
 
From the Create Purchase Order Smart Re-Order option from the Inventory Movement option the following 
screen will appear: 
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Click on the Populate button and the following message will appear: 
 

 
 

 
 
 

Click on the OK Button.  This will purge any other smart order data with new.   
 
The system will begin to populate the order fields with the recommended re-order.  Note that any case 
packs that are valid the system will prompt the user to make the necessary decision.  Refer to the following 
figure 
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Once all the items have been updated, the manager will need to review the items for the order.  If an item is 
not desired for once reason or another it can be deleted or not selected for order.  The recommendation 
report also provides the same information.  Once all items have been reviewed the user can then process 
this order in the method described in the Orders section of this manual.  Refer to the following figure: 
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Restocking (Store Level) 
 
Review/ Update Min/ Max Levels: 
 
The reorder form is utilized to calculate and edit items of stock from the retail store for reorder based on the 
sales history of that particular item.  The system has several criteria that can be selected to customize you 
reorder.  Click on this option and the following screen will appear: 
 
 

 
 
1. Click on the Change Mode button to activate the Calculate Min/ Max Levels Mode. 
 
2. Scroll and select the appropriate EPOS activity that the smart re-stocking calculation is to be 

generated for.  Refer to the following figure: 
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3. Enter the number of days between breakouts in the Days between Re-Orders field. 
4. Enter how many days of stock you want to keep on hand in the Minimum Days of Stock on Hand 

field.  Refer to the following figure: 
 
 

 
 

5. Enter the starting and ending dates for the specific period that you want use as filtering criteria. 
6. You can use additional filtering criteria to make the smart re-stock more specific.  Refer to the 

following figure: 
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7. Scroll and select the department that you want to generate the smart re-stocking for.  Refer to the 
following figure: 

 
 

 
 

8. You can identify specific items for smart re-stocking or generate a re-stocking for the entire 
department.   

9. Click on the RED All button and the system will calculate the Re-stocking level for the EPOS 
activity.  Refer to the following figure: 
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10. Once the system has finished with its calculations based on the criteria selected the following 
screen will appear populed with the information: 

 

 
 

11. Click on the save button to save this information.  Refer to the following figure: 
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11. Click on the Exit button to return to the Smart Re-Order Main menu. 
 
 
Re-Stock Recommendation Report: 
 
The Re-Stock Recommendation Report can be generated for the manager to review items that the system 
has suggested for re-stock.  Click on the Re-Stock Recommendation Report button and the report will be 
generated.  Refer to the following figure: 
 
Note: You must first calculate the re-stock and save prior to generating this report. 
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Use this report to generate your next Breakout. 
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Financial Accounting: 

This function allows the operator to perform all of the accounting functions related to your ship’s store 
system. To access this function, double-click on Financial Accounting.  The following screen will appear: 
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Accounting Adjustments: 
This function allows you to make adjustments to receipts. To access this function, click on this selection, 
and the following menu will appear: 
 

 

 

Adding a New Accounting Adjustment: 

1. Click on the Add button.  The next available receipt number and the current date fields are populated. 

2. Enter the amount of the accounting adjustment.  For negative figures ensure that a minus sign 
precedes the amount.   

3. Enter the sequence number in the Letter Serial Number field. 

4. Double click in the Original Document Date field and select the appropriate date. 

5. Enter the receipt number in the Original Receipt Number field. 

6. Enter the procurement document number in the Document Number field. 
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7. Enter any comments about the accounting adjustment in the Comments field. 

8. Check the appropriate box in the Adjustment Type field. 

9. Once you have verified that all information is correct, click on the Post button to finalize the accounting 
adjustment. 

 

 

Deleting a Accounting Adjustment: 

Once an Accounting Adjustment has been posted it cannot be deleted.  Another accounting 
adjustment must be created to correct an error to the specific accounting adjustment. 

If you have not posted the accounting adjustment you can then delete it. 

1. Use the Page Up and Page Down keys to locate the accounting adjustment that you desire to delete. 

2. Once you have located the appropriate accounting adjustment, click on the Delete Record button. 
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Printing a Accounting Adjustment: 

1.  Use the Page Up and Page Down keys to locate the accounting adjustment that you desire to delete. 

2. Once you have located the appropriate accounting adjustment, click on the DD-1149 button. 

 
 
 

 
 

 

 

 

 

Confirmed Accounting Adjustment 
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Amusement Collections: 
This function allows you to enter data regarding the collection of money from amusement machines. To 
access this function, click on this selection and the following screen will appear: 
 

 

 
Adding a Amusement Collection: 
To post an amusement collection to the ROM II system, complete the following: 
1. Click the Add Record button.   

2. Use the drop-down arrow in the Machine field to locate and select the machine from which a collection 
was made. 

3. Double click in the Today’s Date field and select the appropriate date. 

4. Enter the meter reading in the Counter field. 

5. Enter the dollar amount collected from the amusement machine in the Total Collected field. 

6. Enter the name of the person making the collection in the Collected By field. 

7. Once all the information has been verified to be correct, click on the Save Record button.  This will post 
the collection. 
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Deleting a Amusement Collection: 

1. Use the Page Up and Page Down keys to locate the specific collection to be deleted. 

2. Once you have located the collection, click on the Delete Record button. 

 

Amusement Machine Remittance:. 

The Amusement Machine Remittance form allows the operator to enter information and post checks sent to 
the amusement machine vendor for leasing.   

 

 

Adding a Amusement Machine Remittance: 

1. Click on the Add Remittance button.  The screen will refresh.  Refer to the following figure: 
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2. Double click in the Starting Date field and select the appropriate date starting date. 

3. Double click in the End Date field and select the appropriate ending date.  Refer to the following figure: 

 

4. Click on the Compute Total Collections and Total Due button.  The system will automatically calculate 
amusement machine collections and calculate the percentage due to the vendor.  Refer to the following 
figure: 
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5. Enter the total that is displayed in the Total Due field in the Amount field.  Refer to the following figure:  

Note prior to confirming any remittance, verify that the Total Collections amount is the same as that 
that is totaled in the cash books. 

 

 

6. Click on the Transmittal button and the following letter be generated: 
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Amusement Machine Remittance Letter 

 

Cash Memorandum: 
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This function lets you run your monthly Cash Memorandum report. To access this function, click on this 
selection.  From this screen, you can print an existing Cash Memorandum (one that was previously 
generated), or create a new one.  Click on this option and the following screen will appear: 

 
Creating a New Cash Memorandum: 

To create a new Cash Memorandum report, complete the following: 
1. Click on the Generate Voucher Number button.  A new voucher number will be inserted into the 

Voucher Number field. 

2. Advance to the Start Date field and double-click.  Use the calendar selection box to select a start date 
for your report. 

3. Advance to the End Date field and double-click. Use the calendar selection box to select an end date 
for your report.  Refer to the following figure: 

 

 

4. Click on the Print Memorandum Cash Sales Invoice button. The report will be generated and then 
displayed for you to view.  Refer to the following: 
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Printing an Existing Cash Memorandum 

To print an existing Cash Memorandum report, complete the following: 
1. Click on the Voucher Number drop-down arrow to locate and select the voucher number for the 

Cash Memorandum that you wish to print. 

2. Click on the Print Memorandum Cash Sales Invoice button.  The report will be generated and then 
displayed for you to view.  

3. When you are ready to print the report, from the preview screen, click on the print memorandum 
cash sales invoice button. 

4. Click on the return button to exit to the previous screen. 

 

 

Close Out 153: 
The Close Out 153 function is used at the end of the accounting period.  To close out the 153 click on this 
option and the following screen will appear: 

 

1. Click on the Close Accounting Period button and you will get the following question messages: 
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Message Number One 

               Message Number Two                                                                   Message Number Three 

 

Once you have completed all of the things that are requested, then the system will close out and refreshes 
all information. 
 

Contribution to Ship’s Store: 
This function lets you enter contributions received by the Ship’s Store system into ROM II.  To access this 
function, click on this selection and the following screen will appear: 
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Adding a New Contribution: 

To add a new contribution, do the following: 
1. Click on the Add Contribution button. 

2. Enter the amount of the contribution (include the decimal point) into the Amount field. 

3. Advance to the Date field and double-click.  Use the calendar selection box to select the date that the 
contribution was received. 

4. Advance to the Check # field and enter the check number. 

5. Advance to the Comments field and enter any appropriate comments (for instance, the contributor’s 
name). 

6. Click on the Save Changes button.  Refer to the following figure: 

 

 

 

Deleting a Contribution: 

To delete a contribution, do the following: 
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1. Scroll to the contribution desired to delete. 
2. Click on the Delete Contribution button. 

3. Click on the Save Changes button.  

4. On the Return button to return to the previous menu. 

 

Daily Transaction Report: 
The Daily Transaction Log is used that when given a specific set of filters will generate a report of sales in a 
specific EPOS activity. 

 

 

1. Double click in the Date field and enter the desired date. 

2. Scroll and select the appropriate store. 

3. Scroll and select the appropriate register. 

4. To generate the report click on the Generate Report button.  Refer to the following figure: 
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Equipment Purchase: 
This function lets you account for the purchase of major equipment. (For a list of authorized equipment, 
refer to NAVSUP P-487 chapter 4 paragraph 4411.1). To access this function, click on this selection and 
the following screen will appear: 
 

 

Adding a New Equipment Purchase Record: 

To add a new equipment purchase, do the following: 
1. Click on the Add Purchase button. 

2. Enter the amount of the purchase (include the decimal point) into the Amount field. 
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3. Advance to the Date field and double-click.  Use the calendar selection box to select the date that the 
purchase occurred. 

4. Advance to the Comments field and enter a brief description of the equipment and from whom it was 
purchased.  Refer to the following figure: 

 

5. Click on the Save Changes button. Refer to the following figure: 

 

Grants to Ship: 
This function lets you enter grants received into ROM II.  To access this function, click on this selection and 
the following screen will appear: 
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Adding a New Grant: 

1. To add a new grant, do the following: 
2. Click on the Add Grant button. 

3. Enter the amount of the grant into the Amount field. 

4. Advance to the Date field and double-click.  Use the calendar selection box to select the date that the 
grant was received. 

5. Advance to the Comments field and enter a brief explanation for the grant. 

6. Click on the Save Changes button.  

7. Click on the Return button to return to the previous menu. 
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Deleting a New Grant: 

1. Use the Page Up and the Page Down keys to select the desired Grant. 

2. Click on the Delete Grant button and the appropriate grant will deleted from the system. 

Laundry and Service Charges: 
This function lets you enter laundry and service charges into ROM II.  To access this function, click on this 
selection and the following screen will appear:  
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Adding a Claim: 

To add a new claim, do the following: 
1. Click on the Add Record button. 

2. Use the drop-down arrow in the Type of Charge field to locate and select  the Laundry Claim option.  
Refer to the following figure: 

 

 

3. Advance to the Name field and enter the name of the person filing laundry claim. 

4. Advance to the Tracking # field and enter the tracking number, this is a locally prepared number by 
your ship.  This could also be the social security number of the person filing the laundry claim. 

5. Advance to the Amount field and enter the amount of the laundry claim. 

6. Advance to the Date field and double-click.  Use the calendar selection box to select the date that of 
the claim. 

7. Advance to the Comments field and enter a brief description of the laundry claim.  Refer to the 
following figure: 
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8. Click on the Post to 153 button to save the changes and post to ROM II system.  Refer to the following 
figure: 

 

 

9. Click on the Return button to return to previous screen.   
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Deleting a Laundry Claim: 

1. Use the Page Up and the Page Down key to select the desired Laundry Claim. 

2. Click on the Delete Record Button.  The following message will appear: 

 

 

3. Click on the appropriate responce. 

 

Adding a Service Charge: 

To add a new service charge, do the following: 
1.  Click on the Add Record button. 

2. Use the drop-down arrow in the Type of Charge field to locate and select  the Service Charge option.  
Refer to the following figure: 
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3. Advance to the Name field and enter the name of the Company performing the service. 

4. Advance to the Tracking # field and enter the Invoice number for the service.  This invoice is provided 
by the company performing the service. 

5. Advance to the Amount field and enter the amount of the Service Charge. 

6. Advance to the Date field and double-click.  Use the calendar selection box to select the date that of 
the claim. 

7. Advance to the Comments field and enter a brief description of the service charge.  Refer to the 
following figure: 

 

 

 

8 Click on the Post to 153 button to save the changes and post to ROM II system.  Refer to the following 
figure: 
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9.    Click on the Return button to return to previous screen.   

 

Deleting a Service Charge: 

1. Use the Page Up and the Page Down key to select the desired Service Charge. 

2. Click on the Delete Record Button.  The following message will appear: 

 

3. Click on the appropriate responce. 
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Liabilities Assumed: 
 

The liabilities function allows the operator to enter a figure for anticipated expenses for the next accounting 
period.  This is then entered to the line C24A of the 153. 

 

Enter the dollar figure that you want to hold back for anticipated expenses for the next accounting period.  
Click on the return button to exit and save.  The figure will post to line C24A on the 153. 

 

Loans Received: 
This function lets you enter loans received, from NEXCOM, into ROM II.  Once a loan has been added, you 
track the payments that your ship makes on the loan through the Loan Payments function.  To access this 
function, click on this selection and the following screen will appear: 
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Adding a Loan: 

To add a new loan, complete the following: 
1. Click on the Add Loan button. 

2. Enter the amount of the loan into the Amount field. 

3. Advance to the Date field and double-click. Use the calendar selection box to select the date of the 
loan. 

4. Advance to the Letter Serial # field and enter the serial number of the letter that authorized the loan. 

5. Advance to the Comments field and enter a brief description of the loan.  Refer to the following figure: 
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6. Click on thePost to 153 button. The New Balance field is upated automatically. 

 

7. Click on the Return button to return to the previous menu. 

Note:  Once you have entered all the information and saved the new loan the New Balance field will reflect 
the new loan figure and the Current Balance field.  Once you have save this information the 153 will be 
adjusted accordingly. 

 

Deleting a Loan: 

To delete a Loan Received, do the following: 



207 
Updated 29 December 2000 

Version 00.03E 

1. Use the Page Up and Page Down Keys to locate the record that you wish to delete. 

2. Click on the Delete Loan button. 

3. Click on the Return button to return to the previous menu. 

 

Loans Paid: 
This function lets you enter loan payments, to NEXCOM, into ROM II.  Once a loan has been added, this 
function lets you track the payments that your ship makes on the loan.  To access this function, click on this 
selection.  The following screen will appear: 

 

 

Adding a Loan Payment: 

To add a new loan payment, do the following: 
1. Click on the Add Payment button. 

2. Enter the amount of the Payment into the Amount field. 

3. Advance to the Date field and double-click. Use the calendar selection box to select the date of the 
loan payment.  Refer to the following figure: 
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4. Click on the Post to 153 button.  

5. Click on the Return button to return to the previous menu. 

 

Deleting a Loan Payment: 

To delete a Loan Payment do the following: 
1. Use the Page Up and Page Down Keys to locate the record that you wish to delete. 

2. Click on the Delete Loan button. 

3. Click on the Return button to return to the previous menu. 

 

 

Rebates: 
This function lets you enter Rebates into ROM II.  To access this function, click on this selection.  The 
following screen will appear: 
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Adding a new Rebate: 

1. Click on the Add Rebate button. 

2. Enter the amount of the Rebate in the Amount field. 

3. Double click in the Date field and enter the appropriate date. 

4. Enter any information about the Rebate in the Comments field.  Refer to the following figure: 
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Deleting a Rebate: 

To delete a Rebatet do the following: 
4. Use the Page Up and Page Down Keys to locate the record that you wish to delete. 

5. Click on the Delete Rebate button. 

6. Click on the Return button to return to the previous menu. 

Receipts Transmittal: 
The receipts transmittal option allows the operator to generate the monthly transmittal report and disk.  
Click this option and the following screen will appear: 

 

Creating a Receipt Transmittal: 

1. Double click in the Start field and select the desired start date. 

2. Double click in the End field and select the desired end date. 

3. Press the Enter button and the Print and Create disk buttons will become active.  Refer to the following 
figure: 
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Printing the Monthly Transmittal: 

1. Click on the Print button and the report will be generated.  Refer to the following cover letter: 
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The monthly receipts and accouting adjustments will be reported on the sheet/s following the cover letter.  
Refer to the following report: 
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Creating a Transmittal Disk: 
1. Format a floppy disk. 
2. Click on the Create Diskette button. 
3. The system will copy the transmittal information to disk. 
 

Transfer of Ship’s Funds: 
This function allows you to post funds transferred to MWR from your ship’s operation.  To access this 
function, click on this selection and the following screen will appear: 
 

 
Adding Funds: 

To add funds, do the following: 



214 
Updated 29 December 2000 

Version 00.03E 

1. Click on the Add Transfer button. 

2. Enter the amount into the Amount field. 

3. Advance to the Date field and double-click. Use the calendar selection box to select the date. 

4. Advance to the Comments field and enter a brief description of the funds being transferred and check 
number.  Refer to the following figure: 

 

5. Click on the Post to 153 button.  

6. Click on the Return button to return to the previous menu. 

 

Vending Collections: 
This function lets you enter data regarding the collection of money from vending machines. To access this 
function, click on this selection and the following screen will appear: 
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To post vending collections to the ROM II system, do the following: 
1. Click on the Add New Collection button.  This process must be done for each machine collected. 
2. Click on the drop-down arrow in the Storage Room field and select the appropriate storage room that 

the machine is fed by.  Refer to the following figure: 

 
3. Use the drop-down arrow in the Vending Machine Number field to locate and select the machine.  

Refer to the following figure: 
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4. Advance to the Date field and double-click. Select the collection date from the calendar selection box. 

5. Advance to the Amount Collected field and enter the dollar amount collected from the machine.  Refer 
to the following figure: 

 

Repeat steps 1 through 5 until you have entered all of the current collections. When you are finished 
entering collections into the system, click on the Return button.  You will be returned to the previous menu. 
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Inventory Count Functions: 

This function lets you create, view, edit, track and account for the inventory in your ship’s store system.  
To access this function, double-click on Inventory Functions.  The following screen will appear:  

 
 

Create New Inventory Count: 
This function lets you generate an inventory worksheet on which a physical count will be recorded.  A 
physical count can be recorded manually or via PDT transfer.  To generate a New Inventory Count Sheet, 
click on the Create New Inventory Count option.  The following screen will appear: 
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1. Click on the drop-down arrow in the select store field.  Select the outlet that is to inventoried.  Refer 

to the following figure: 

 
2. Click on the drop-down arrrow in the select criteria and select the desired criteria.  If you select 

category the inventory worksheet will be by category.  For example; Accessories, Ballcaps, 
batteries, etc. Select article number and the worksheet will be by stock number.  For example; 
0100000000,0100000001, 0100000010, etc.  Refer to the following figure: 
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3. For a specific item/s or category, click on the appropriate check boxes to the right of that criteria.  

For a complete inventory click on the Select All button.  To conduct a spot inventory, just check the 
items for the spot inventory.  Refer to the following figure: 

 Note:  Click on the De-Select All button to clear checkmarks from boxes.  
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4. Click on Generate worksheet.  The following  message box will appear: 

 

5. Click on the Yes button.  The Inventory Count screen will appear populated with only those items 
that you checked.    

View/Update Inventory Count: 
From this option you can view and update inventories that you have conducted.  Click on this option and 
the following screen will appear: 
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1. Use the drop-down arrow in the Search for the Count field to locate the inventory count sheet that you 
just created.  Look for the date of count and for the corresponding inventory control number.  Note that 
the inventory control numbers will begin with the numbers you assigned your outlets.  I.E. Bulk will 
start with 99 and be followed by three digits and look something like 99001.  Refer to the following 
figure: 

 

2. Use the drop-down arrow in the Store Number field to locate and select the appropriate outlet.  Refer 
to the following figure: 
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3. To enter quantities on the Inventory count sheets you can either manually type in the quantities in the 
current actual field, or you click on the Update Inventory with PDT Download. (If the PDT download is 
to be used ensure that the inventory has been downloaded prior to this step.  See PDT Users 
Guide section of this manual.) This will initiate an update of the Current Actual column.  Refer to the 
following figures: 
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Functions of the various buttons on this screen: 

•  UPDATE INVENTORY FROM PDT DOWNLOAD – Used to download inventory 
counts to the inventory count sheet. 

•  INVENTORY COUNT SHEET – Is a hard copy inventory count sheet that quantities 
can be entered on. 

•  ITEMS SCANNED BUT NOT FOUND REPORT – Is a report that tracks UPC’s 
scanned at inventory, but were not found within the system. 

•  INVENTORY COUNT REPORT – Is a report for the final dollar value.  This report 
list all items inventoried with dollar amount extensions. 

•  DESCREPENCIES REPORT – Is a detailed report for all items that show a variance 
between the Book Quantity and Actual Quantity. 

•  CONFIRM INVENTORY - Use this button to confirm the inventory once all 
reconciliation has been completed.  This process cannot be undone. 
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•  SORT ARTICLE NUMBER ACCENDING AND DECENDING – Use this button to 
create a filter to report the inventory by stock numbers in sequence. 

•  SORT DESC ACCENDING AND DECENDING – Use this button to create a filter to 
report the inventory by description in sequence. 

PDT Communications: 
ROM II lets you use the Symbol 3100 to send or receive data from the ROM II system.  You can only send 
or receive data using a PC that is loaded with the ROM II – Back Room Service system.  Click on this 
option and the following screen will appear: 

 
To use this function ensure, that the PDT is properly connected to the BackOffice system.  Use COMM 
PORT ONE. 

Sending UPC’s to PDT: 

BackOffice: This Process Takes Approximately 15 Minutes for Each PDT 
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PDT FUNCTIONS:  
1. From the PDT main menu, select function two (COMMUNICATIONS).  Refer to figure A. 
2. From the Communications menu select function two (RECEIVE UPC DATA).  Refer to figure B. 
3. Figure C illustrates what the PDT will display prior to uploading the UPC’s. 

 
Figure A                                             Figure B                                                     Figure C 
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BackOffice: This Process Takes Approximately 15 Minutes for Each PDT. 
 
1.  Click on the Send UPC’s to PDT button.  The data will be downloaded to the PDT. 
 
 

 
 
 
 
 
PDT FUNCTIONS:  
 
1. From the PDT main menu select function one (BRKOUT/INV).  Refer to figure A. 
2. Scan the barcode of the item.  Refer to figure B. 
3. Enter a quantity.  Refer to figure C.  Note that if UPC maintenance has not been accomplished that you 

must enter a SKU (STOCK NUMBER) before the PDT will allow you to enter a quantity.  Refer to figure 
D.   

4. Press the Enter button. 
5. Repeat steps 2-4 until all the different items have been scanned. 
6. Press the FNC button and the 9 button simultaneously to exit. 
7. From the PDT main menu select function two (COMMUNICATIONS).  Refer to figure A. 
8. From the Communications Menu, select function one (SEND DATA).  Refer to figure E. 
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PDT FIGURES A THROUGH E 

                                                          

    FIGURE A                                                FIGURE B                                             FIGURE C 
 

                      

     FIGURE D                                         FIGURE E 
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BackOffice: 
 
1. From the BackOffice, click on the Import Inv/BRKOUT Data from PDT button.  Refer to the following 

picture: 
 

 
 
 
2. Once you have clicked on the Import Inv/BRKOUT Data from PDT, the following message will appear 

at the bottom of the PDT Communications Menu: 
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PDT FUNCTIONS:  
 
1. From the Communications menu, select function one (SEND DATA).  Refer to figure A. 
2. Press the Enter button and the data will be downloaded from the PDT to the BackOffice system. 
3. Once all the data has been downloaded, click on the Return button until you reach the main menu. 
 

Update UPC’s: 
The system also has the ability to download UPC maintenance to the BackOffice system.   
BackOffice: 
 

 

1. Click on the Update UPC’s button. 

 

PDT FUNCTIONS:  
 

1. From the PDT Main Menu, Select the Verify UPC’s option.  Refer to figure A. 

2. Scan the item.  If the item has not had UPC maintenance done, the PDT will prompt the user to enter a 
stock number. 

3. Complete steps 1-2 until all items have been entered. 

4. From the Communications menu, select function one (SEND DATA).  Refer to figure B 
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4. Press the Enter button and the data will be downloaded from the PDT to the BackOffice system. 
5. Once all the data has been downloaded, click on the Return button until you reach the main menu. 

 

 

 

PDT FIGURES A AND B: 

 

 

                    

Figure A                                                                                        Figure B 

 

PDT Settings: 

The PDT has specific settings in order for it to operate correctly ensure that these settings are correct.  
Refer to the following picture: 
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Use the drop-down arrows in the five fields to set the communication parameters, as needed. If you are 
unsure what the correct settings should be, please consult your system’s specialist. When you are 
finished, click on the Confirm button. After you have confirmed the new settings, click on the Return button. 
You will be returned to the PDT Communications Menu: 

 

GENERAL INFORMATION 
 

1. To turn on the PDT depress the PWR button or one of the triggers located on either side of the PDT. 
2. To turn the PDT off depress the PWR button 
3. The F key is the FNC button 
4. To backspace depress the BSP button 
5. To clear an erroneous entry depress the CLR button 
6. To clear data from the PDT: 

•  From the PDT Main Menu select function three (Erase Data). 
•  The PDT will give you a warning message “ Erased Data Cannot Be Recovered”.   
•  If you certain that you want to delete data select function one (Erase Now). 

Hint: This must be done prior to conducting an inventory for a new store, otherwise the old data 
will remain in the PDT. 
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BATTERY CHARGING: 

 

To charge the PDT batteries you have the option of using either a 3100 series cradle or the 3115 
Communications / Charger adapter (CCA). 

 

USING THE CHARGER ADAPTER 

1. Plug the 10-pin RJ41 connector into the base of the PDT 
2. Plug the connector from the 15V power supply into the power input jack on the CCA 
3. Plug the power supply into a wall socket 
 
NOTE:  Alkaline batteries cannot be charged in the terminal.  To charge the batteries more quickly, 
use the cradle as detailed below. 
 

USING THE CRADLE 

1. Plug the power supply cord round plug in the power connector on the side of the cradle 
2. Connect the power supply cord AC plug to a standard electrical outlet 
3. Place the terminal in the cradle 
4. The battery pack is fully charged in approximately 90 minutes 
 

Communications 
The PDT is designed to communicate with your ROM II Computer in order to send and receive data.  
Follow the steps below to connect the PDT to the ROM II computer. 
 
1. Plug the 10-pin RJ41 connector into the base of the PDT 
2. Insert a female-to-male gender adapter (25 pin to a 9 pin) on the DB25 connector 
3. Connect the gender adapter to the designated serial port (This is serial port number ONE) of the ROM 

II computer. 
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SCANNING WITH THE PDT 
The PDT is designed to scan the Universal Product Code (UPC) of an item.  The ROM II system allows the 
operator to create UPC’s and labels for those items that do not have a UPC present.  (See UPC’s and 
Labels in the Stock Record Cards section of this manual 
 
Hint: The PDT will scan all UPC’s regardless if the item is in the system or not.  Ensure that all 
items carried as inventory have had the UPC’s assigned to it. 
 
1. Power on the PDT by pressing PWR or the Scanner trigger.  
2.  Lift and turn the scanner to face the direction you wish to scan from. 
3. Press the FNC button and the trigger that you are most comfortable using.  This selects the scanner 

trigger. 
4. Point the scanner at the barcode (UPC) and press the trigger.  The thin, red laser beam covers the 

entire length of the barcode.  The terminal indicates a successful scan by illuminating the green 
scanner LED, beeping one or more times and/ or displaying the de-coded barcode on the screen of 
the PDT. 
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Reports and Auditing: 
 

1. B01/B05 Journal of Receipts 
 

OBJECTIVE 
 
The B01/B05 Report replaced the NAVSUP Form 977.  It records all receipts processed for the current 
accounting period.  These include receipt from purchase, receipt from other supply officers, credit memos 
and accounting adjustments. 

HOW TO AUDIT 

 

•  Verify that the dollar amounts posted on the B01/B05 report for each transaction, matches the dollar 
amount on the corresponding document.  i.e. 1155, 1149, 1348-1 

•  Verify that each receipt document has a corresponding receiving report attached and that all discounts 
and shipping charges are properly taken up. 

•  Verify that the receiving number on the report matches the receiving number on the documents 
•  Verify that amounts are posted in the correct columns i.e. receipts from purchase, accounting 

adjustments for purchase orders and credit memos posted under B01.  Receipts from OSO, accounting 
adjustments for receipts from OSO posted under B05 

•  Verify that the total amounts for B01 and B05 matches amount posted on lines B01 and  B05 of the 153 
 

2. B10 Issues to Use 

OBJECTIVE 

 

The B10 Report records all receipts and expenditures to and from other appropriations for the current 
accounting period. These includes issues / receipts from the General Mess and issues / receipts from GSK 
on non-207 class ships (issues / receipts from GSK on 207 class ships are processed as OSO 
transactions) 

HOW TO AUDIT 

 

•  Verify that the dollar amounts posted on the report for each transaction matches the amount on the 
corresponding document (1149) 
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•  Verify that receipts are posted as negative figures [number in parenthesis e.g. ($25.00)] and 
expenditures posted as positive figures 

•  Verify that the expenditure number on the report matches the expenditure number on the 
corresponding document (1149) 

•  Verify that the total dollar figure posted on the report matches the amount on line B10 of the 153 
 
3. B12 Bulk  Sales / Cash Refund 
 

OBJECTIVE 

 
The B10 report records all confirmed Bulk Sales / Cash Refund. These include merchandise sold to the 
Navy Exchange, Military Sealift Command branch exchanges, ships not operating a ships store when the 
transferring ship does not provide a composite recreation fund. Emblematic items sold to the commanding 
officer for official representation, and merchandise returned to the vendor for cash refund. 
 

HOW TO AUDIT 

 

•  Verify that the dollar amount posted on the report for each transaction matches the amount on the 
corresponding document (1149) 

•  Verify that the total dollar amount posted  on the report matches the amount reported on the cash sales 
memorandum 

•  Verify that the total dollar amounts posted on the report matches the amount on line B12 of the 153 
 
 
4. B14 Gain / Loss by Inventory 
 

OBJECTIVE 

 

The GAINS/LOSSES by Inv. Consolidated report list the total amount of gains and losses on inventory to 
be reported on line B14. These amounts listed come from confirmed inventories conducted during the 
accounting period 
 

HOW TO AUDIT 
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•  Verify all items listed match the total of all inventory discrepancy lists from confirmed inventories for the 
accounting period 

•  Verify that the bottom line total matches line B14 on the Form 153 
 
5. B15 SURVEYS TO NWCF  
 

OBJECTIVE 

 

This report records all surveys approved and confirmed during the current accounting period and charged 
to the Navy Working Capital Fund (formerly DBOF) 
 

HOW TO AUDIT 

 

•  Verify that the dollar figure for each transaction listed on the reported matches the dollar amount on the 
corresponding document (DD 200) 

•  Verify that the expenditure number on the listed on the report matches the expenditure number on the 
corresponding document 

•  Verify that the total dollar amount listed on the report matches the amount posted on line B15 of the 
153 

 

6. B19 Transfers To OSO 
 

OBJECTIVE 

 

This report replaced the NAVCOMPT 176.  It records all transfers of ship store stock to another supply 
officer during the accounting period. 
 

HOW TO AUDIT 

 

•  Verify that the dollar figure for each transaction listed on the reported matches the dollar amount on the 
corresponding document (1149) 
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•  Verify that the expenditure number on the listed on the report matches the expenditure number on the 
corresponding document 

•  Verify that the total dollar amount listed on the report matches the amount posted on line B19 of the 
153 

 

7. B21 Cost of Retail sales 
 

OBJECTIVE 

 

This report record the quantity of all items sold during the accounting period and tabulates the total cost 
value of these sales. 
 

HOW TO AUDIT 

 

•  Verify that each item listed on the report has a cost price assigned 
•  Verify that the cost prices assigned matches the cost priced on the stock record listing 
•  Verify that the extended cost for each item listed is computed correctly 
•  Verify that only items sold in a retail store (except canned drink vending) are listed 
•  Verify that the total dollar amount listed on the report matches the amount posted on line B21 of the 

153 
 

8. B22 Cost of Operation Retail 
 

OBJECTIVE 

 

This report record all cost incurred by the retail operation (except canned drink vending) during the current 
accounting period.  These include accounting adjustments, shipping charges, discounts and rounding 
differences;  (a rounding difference occurs when the retail operation incurs a loss that cannot be attributed 
to any other known factors) 
 

HOW TO AUDIT 

 
•  Verify that cash discounts are posted as a negative figure  
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•  Verify that shipping charges are posted as a positive figure 
•  Verify that the rounding difference is a relatively small amount (approximately $250.00 or less) 
•  Verify that the total dollar amount of accounting adjustments matches the amount on the corresponding 

documents 
•  Verify that the total dollar amount listed on the report matches the amount posted on line B22 of the 

153 
 
9. B23 Surveys To SSPN Retail 
  

OBJECTIVE 

 
This report record all surveys of stock items (excluding canned drink vending items) approved and 
confirmed during the accounting period and charged to SSPN.   
 

HOW TO AUDIT 

 
•  Verify that the dollar figure for each transaction listed on the report matches the dollar amount on the 

corresponding document (DD 200) 
•  Verify that the expenditure number listed on the report matches the expenditure number on the 

corresponding document 
•  Verify that the total dollar amount listed on the report matches the amount posted on line B23 of the 

153   
 
10. B25 Canned Vending Sales 
 

OBJECTIVE 

 
This report record the quantity of all items sold in the canned drink vending operation during the accounting 
period and tabulates the total cost value of these sales. 
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HOW TO AUDIT 

 
•  Verify that each item listed on the report has a cost price assigned 
•  Verify that the cost prices assigned matches the cost price on the stock record listing 
•  Verify that the extended cost for each item listed is computed correctly 
•  Verify that only items sold in canned drink vending machines are listed 
•  Verify that the total dollar amount listed on the report matches the amount posted on line B21 of the 

153 
 
 
11. B26 Cost of Operations Vending 
 

OBJECTIVE 

 
This report record all cost incurred by the canned drink vending operations with the exception of the cost of 
items sold. 
 

HOW TO AUDIT 

 
•  Verify that the dollar figure for each transaction listed on the report matches the dollar amount on the 

corresponding document 
•  Verify that the total dollar amount listed on the report matches the amount posted on line B26 of the 

153 
 
12. B27 Surveys to SSPN Vending 
 

OBJECTIVE 

 
This report record all surveys of canned drink vending items approved and confirmed during the accounting 
period and charged to SSPN.   
 

HOW TO AUDIT 
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•  Verify that the dollar figure for each transaction listed on the report matches the dollar amount on the 
corresponding document (DD 200) 

•  Verify that the expenditure number listed on the report matches the expenditure number on the 
corresponding document 

•  Verify that the total dollar amount listed on the report matches the amount posted on line B27 of the 
153   

 
13. C02 Retail Sales 
 

OBJECTIVE 

 
This report record the total cash collected daily from each retail outlet during the accounting period. 
 

HOW TO AUDIT 

 
•  Verify that each entry on the report matches the amount recorded in the NAVSUP 469 
•  Verify that the amount listed on the report matches the amount posted on the cash sale memorandums 

for the accounting period 
•  Verify that the total dollar amount listed on the report matches the amount posted on line C02 of the 

153 
 
 
14. C03 Drink Vending Sales 
 

OBJECTIVE 

 
This report record the total cash collected daily from each canned drink vending machine during the 
accounting period. 
 

HOW TO AUDIT 
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•  Verify that each entry on the report matches the amount recorded in the NAVSUP 469 
•  Verify that the amount listed on the report matches the amount posted on the cash sale memorandums 

for the accounting period 
•  Verify that the total dollar amount listed on the report matches the amount posted on line C03 of the 

153 
 
15. C04 Amusement Machines Sales 
 

OBJECTIVE 

 
This report record the total cash collected daily from each amusement machine during the accounting 
period. 
 

HOW TO AUDIT 

 
•  Verify that each entry on the report matches the amount recorded in the NAVSUP 469 
•  Verify that the amount listed on the report matches the amount posted on the cash sale memorandums 

for the accounting period 
•  Verify that the total dollar amount listed on the report matches the amount posted on line C04 of the 

153 
 
16. C04A Rebates 
 
OBJECTIVE 
 
This report record all rebates authorized by NEXCOM and posted to the system during the accounting 
period. 
 

HOW TO AUDIT 

 
•  Verify that the dollar figure for each transaction listed on the report matches the dollar amount on the 

corresponding document (NEXCOM LETTER) 
•  Verify that the serial number listed on the report matches the serial number on the corresponding 

document 
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•  Verify that the total dollar amount listed on the report matches the amount posted on line C04A of the 
153  

 

17. C04B Contributions  

 
OBJECTIVE 
 
This report record all contributions received and posted to the system during the accounting period.  
 

HOW TO AUDIT 

 
•  Verify that the amount listed on the report matches the amount posted on the cash sale memorandums 

for the accounting period 
•  Verify that the amount listed on the report matches the amount posted in the NAVSUP 470 
•  Verify that the total dollar amount listed on the report matches the amount posted on line C04B of the 

153  
 
18. C05/C20 Loans Received / Loan Repayment 
 

OBJECTIVE 

 
This report list all loan amounts received and repaid during the current accounting period. 
 

HOW TO AUDIT 

 
•  Verify that the loan  received amount matches the amount on the letter authorizing the loan  
•  Verify that the total amount of loans received matches the amount posted on line C05 of the 153 
•  Verify that the total amount of loan paid matches the amount posted on line C20 of the 153  
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19. C06 Grants 
 

OBJECTIVE 

 
This report record all grants authorized by NEXCOM and posted to the system during the accounting 
period. 
 

HOW TO AUDIT 

 
•  Verify that the dollar figure for each transaction listed on the report matches the dollar amount on the 

corresponding document (NEXCOM LETTER) 
•  Verify that the serial number listed on the report matches the serial number on the corresponding 

document 
•  Verify that the total dollar amount listed on the report matches the amount posted on line C06 of the 

153  
 
20. C13 Laundry Claims / Service Charges 
 

OBJECTIVE 

 
This report records all laundry claims and service charges paid during the current accounting period. 
 

HOW TO AUDIT 

 
•  Verify that the dollar amount of laundry claims listed on the report matches the amount on the 

corresponding documents (1034) 
•  Verify that the dollar amount of service charges listed on the report matches the amount on the 

corresponding documents (abstract data report) 
•  Verify that the total dollar amount listed on the report matches the amount posted on line C13 of the 

153 
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21. C18 Equipment Purchases 
 

OBJECTIVE 

 
This report record all equipment purchases made during the accounting period. These include vending 
machine repair parts, vending machines, coin sorters, coin counters, etc. 
 

HOW TO AUDIT 

 
•  Verify that the dollar amount of listed on the report matches the amount on the corresponding 

documents (abstract data report) 
•  Verify that the total dollar amount listed on the report matches the amount posted on line C18 of the 

153 
 
22. C19 Amusement Disbursement 
 

OBJECTIVE 

 
This report records the amount of funds disbursed to an amusement machine contractor during the 
accounting period. 
 

HOW TO AUDIT 

 
•  Verify that the dollar amount listed on the report matches the amount reported on the monthly 

transmittals 
•  Verify that the dollar amount listed on the report reflects the correct percentage  stipulated in the 

contract  
•  Verify that the dollar amount listed on the report matches the amount posted on line C19 of the 153  
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FINANCIAL ACCOUNTING 
 
1. RECEIPT TRANSMITTAL 
 

OBJECTIVE 

 
The Receipt Transmittal report is used to list all receipts under a specific date range to be sent to DFAS at 
the end of each month. This report includes all receipts from purchase, receipts from other supply officers, 
credit memos and accounting adjustments. 
 

HOW TO AUDIT 

 
•  Verify that each receipt document on hand is listed on the report 
•  Verify that the dollar amount posted on the report matches the dollar amount on the corresponding 

document, i.e. 1155, 1149, 1348-1 
•  Verify that the receiving number on the report matches the receiving number on the documents 
•  Verify that amounts are posted in the correct columns i.e. receipts from purchase, receipts from OSO 
•  Verify that the total of each receipt transmittal combined matches the total on line BO1/ BO5 
•  Verify that the information in the vendor/ship name field matches the information on the receipt 

document 
 
REPORTS/ INVENTORY MANAGEMENT 
 
2. BARCODE LISTING 
 

OBJECTIVE 

 
The barcode listing report prints out a paper copy of each stock number in the database bar-coded for use 
as the managers’ see fit  
 
3. EMBLEMATIC LISTING 
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 OBJECTIVE 

 
The Emblematic Listing report lists all emblematic items coded with “E” on the stock record card to provide 
a quick view of your emblematic inventory currently on hand. The report includes current cost, extended 
cost, current retail, extended retail and is compiled in stock number order and by store number. 
 

HOW TO AUDIT 

 
•  Ensure the total extended cost of all emblematic inventory does not exceed 15% of your total on hand 

inventory reported on line B28 of the 153 report 
•  Ensure that all items on the report are emblematic inventory and that no emblematic items are omitted. 

If there is an item missing, check to see if it is coded “E” on the stock record card 
 
4. GAINS/LOSSES by Inv Consolidated 
 

OBJECTIVE 

 
The GAINS/LOSSES by Inv Consolidated report list the total amount of gains and losses on inventory to be 
reported on line B14. These amounts listed come from confirmed inventories conducted during the 
accounting period 
 

HOW TO AUDIT 

 
•  Verify all items listed match the total of all inventory discrepancy lists from confirmed inventories 
•  Verify that the bottom line total matches line B14 on the Form 153 
 
5. GAINS/LOSSES by Inv Detailed 
 

OBJECTIVE 

 



247 

The GAINS/LOSSES by Inv Detailed report list the total amount of gains and losses on inventory to be 
reported on line B14. These amounts listed come from confirmed inventories conducted during the 
accounting period. The GAINS/LOSSES by Inv Detailed report contains the same information as the 
GAINS/LOSSES by Inv Consolidated, except that it is listed by Inventory Count Sheet serial number. 
 

 HOW TO AUDIT 

 
•  Verify all items listed match the total of all inventory discrepancy lists from confirmed inventories 
•  Verify that the bottom line total matches line B14 on the Form 153 
•  Verify that the inventory count sheet serial numbers match the serial numbers listed on the report. 
 
6. GAINS/LOSSES by Inv Summary 

 

OBJECTIVE 

 
The GAINS/LOSSES by Inv Summary report list the total amount of gains and losses on inventory to be 
reported on line B14. 
 

HOW TO AUDIT 

 
•  Verify that the total amount matches the total amount reported on the GAINS/LOSSES by Inv 

Consolidated and GAINS/LOSSES by Inv Detailed 
•  Verify that the bottom line total matches line B14 on the Form 153 
 
7. SALES RANKING BY DOLLAR 
 

OBJECTIVE 

 
The SALES RANKING BY DOLLAR report consolidates and lists all sales quantities for the accounting 
period and ranks the top selling items according to dollars generated. The report is arranged by department 
number. 
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HOW TO AUDIT 

 
•  Review the list to determine your best sellers by department  
•  Review the list to determine your slow moving items by department 
 
8. SALES RANKING BY QUANTITY 

 

OBJECTIVE 

 
The SALES RANKING BY QUANTITY report consolidates and lists all sales quantities for the accounting 
period and ranks the top selling items according to quantity sold. The report is arranged by department 
number. 
 

HOW TO AUDIT 

 
•  Review the list to determine your best sellers by department  
•  Review the list to determine your slow selling items by department 
 
9. SCANNED WITH PDT BUT NO FOUND 
 

OBJECTIVE 

 
The scanned with PDT but not found report list all items that are rejected during inport of inventory counts. 
The rejection is caused when the computer cannot recognize the UPC and Stock Number entered in the 
PDT. 

 

HOW TO AUDIT 

 
•  Investigate the cause of the rejection by reviewing the stock numbers reflected on the report 
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10. STOCK RECORD LISTING 
 

OBJECTIVE 

 
The Stock Record Listing report list all stock items and current book inventory quantities on hand. This 
report is arranged by store number and then by stock number order. 
 

HOW TO AUDIT 

 
•  Use this report to check quantities on hand to determine if a breakout is needed to the EPOS store or if 

addition stock is needs to be requisitioned or procured. 
•  At the end of the accounting period,  the bottom line total should match the grand total of the confirmed 

closing inventory count sheet for the accounting period 
 
11. STOCK TURN REPORT 

 

OBJECTIVE 

 
The Stock Turn report replaces the old ICR to determine the Stock Turn ration of the operation. The report 
is listed in stock number order and contains quantities by line number on the Form 153.  

 

HOW TO AUDIT 

 
•  Use this report to determine the stock turn ration per line item and identify slow selling items 
•  Use this report to determine the stock turn ration of the operation at any time 
•  Ensure that the stock turn ration is .33 per month and 1.33 per accounting period 
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FINANCIAL REPORTS 
 
1. BACK OF 153 REPORT 
 

OBJECTIVE 

 
The Back of 153 Report is a consolidated overview report of the entire ships store operation. It lists the 
sales (cost and retail), gross profit percentages, cash collections, overages/shortages (cost and retail), 
inventory gains and losses (cost and retail) and net differences by individual outlets. This report is used to 
balance your operation and determine your financial position. This report is also used to determine if the 
operation has an excessive or disproportionate difference. 
 
HOW TO AUDIT  
 
•  Verify that the Sales at Cost and Retail by EPOS outlet totals match the total on the Retail (EPOS) 

Profitability Report. 
•  Verify that the Collections total for each outlet matches the corresponding totals on the 469’s, EPOS 

Cash Over / Short Summary Report and the profitability reports. 
•  Review the overall difference of each outlet by percentage difference and verify that the outlet is in 

tolerance, less that 1% or $750 whichever is greater 
•  Verify that the Sales at Cost and Retail for Snack Vending outlets match the total on the Snack 

Vending (NON_EPOS) Profitability Report. 
•  Verify that the Sales at Cost and Retail by Non EPOS Canned Vending outlet totals match the total on 

the Canned Vending (NON_EPOS) Profitability Report. 
 
 
2. EPOS Cash Over/Short Detailed Report 
 

OBJECTIVE 

 
The EPOS Cash Over/Short Detailed Report lists each till reconciliation for each EPOS store by date. The 
report includes the amount of cash difference between cash collected and the register readings. The report 
will also list the cumulative overage or shortage of cash for the accounting period.  
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HOW TO AUDIT  

 
•  Verify that every till assignment has been reconciled and is listed on the report.  
•  Verify that the grand total “To Date Actual” amount matches the total cash collected amounts of the 

EPOS Store 469’s for the accounting period. Investigate any differences. 
•  Investigate all differences over $5.00  
 
 
3. Cash Over / Short Summary Report  
 
OBJECTIVE 
 

This report records the total collection for each retail outlet (EPOS AND NONEPOS) for the accounting period. The report also 
lists the cumulative overage or shortage of cash for each outlet for the accounting period. 
 
HOW TO AUDIT 
 
•  Verify that the amount listed on the report for each outlet matches the amount recorded in the 

corresponding NAVSUP 469 
•  Verify that the amount listed on the report for all retail outlets matches the amount posted on line C02 

of the 153 
•  Verify that the amount listed on the report for canned drink vending sales matches the amount posted 

on line C03 of the 153 
•  Verify that the amount listed on the report for amusement machine sales matches the amount posted 

on line C04 of the 153 
 
4. Profitability Reports 
 
OBJECTIVE 
 
This report replaces the NAVSUP form 235; it displays the financial position of a retail outlet base on the 
sales for that outlet.  This report records the sale of each item and computes the gross profit of each item 
sold and the total gross profit for each outlet during the accounting period. The report also records the total 
cash collected form each outlet, which is compared to the total sales amount in order to identify any 
shortages or overages that may exist.  Before generating a profitability report ensure that all items in a non-
EPOS outlet are broken back to the bulk storeroom, all breakouts in the system are confirmed and all cash 
collections posted. The reported is cumulative and is normally generated on a monthly basis. 
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HOW TO AUDIT 
 
Canned Drink Vending  
 
•  Verify that breakouts and breakbacks quantities are correct 
•  Verify that cost and retail prices are correct 
•  Verify that extended cost and retail figures are correct 
•  Verify that book gross profit figures are correct ( if figures are erroneous cost and retail prices may be 

wrong, items may have been sold at a reduced price without documentation, or breakout and 
breakback quantities may be wrong) 

•  Verify that cash collections matches amount recorded in NAVSUP 469 
•  Verify that actual gross profit percentage are within limits (40 – 55 %) 
•  Verify that overage or shortage is within limits ($750 or 1 % whichever is greater) 
 
Snack Vending Machine 
 
•  Verify that breakouts and breakbacks quantities are correct 
•  Verify that cost and retail prices are correct 
•  Verify that extended cost and retail figures are correct 
•  Verify that book gross profit figures are correct ( if figures are erroneous cost and retail prices may be 

wrong, items may have been sold at a reduced price without documentation, or breakout and 
breakback quantities may be wrong) 

•  Verify that cash collections matches the amount recorded in the NAVSUP 469 and the snack vending 
collections report; remember to include collections from hangar bay sales and phone card machines. 

•  Verify that actual gross profit percentage are within limits (12 – 15 %) 
•  Verify that overage or shortage is within limits ($750 or 1 % whichever is greater) 
 
EPOS 
 
•  Verify that cost and retail prices are correct 
•  Verify that extended cost and retail figures are correct 
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•  Verify that book gross profit figures are correct ( if figures are erroneous, cost and retail prices may be 
wrong, items may have been sold at a reduced price without documentation) 

•  Verify that cash collections are correct; remember that all EPOS collections must be combined in order 
to verify this amount.  

•  Verify that actual gross profit percentage are within limits (12 – 15 %) 
•  Verify that overage or shortage is within limits ($750 or 1 % whichever is greater) 
 
5. Snack Vending Collection Report 
 
OBJECTIVE 
 
This report record cash collected from NON-EPOS outlets other than canned vending machines.  These 
include but are not limited to; candy machines, phone card machines and hangar bay sales. 
 
HOW TO AUDIT 
 
•  Verify that the daily amounts listed on the reported matches the amounts recorded in the NAVSUP 469 
•  Verify that the total amount collected listed on the report matches the amounts recorded in the 

NAVSUP 469 for all outlets combined 
•  Verify that the total amount collected matches the cash collection amount on the snack vending 

profitability report.  
 
 
6. Voided Transactions Report 
 
OBJECTIVE 
 
This report records all sales that have been voided in an EPOS outlet during the accounting period.  This 
report should be generated after each end of till reconciliation is performed at the BackOffice. 
 
HOW TO AUDIT 
 

•  Verify that the stock record cards for each item on the report were credited with the void and not posted 
as a sale  

•  Verify that the total sale for that register correctly reflect the voided transaction. 
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POS Assign Till : 
This function lets you transfer data from the back office to the Point of Sale outlet prior to the start of each 
business day or each shift.  To access this function, click on this selection and the following menu will 
appear: 
 

 

 
Till Assignment: 
This function lets you assign a till (change fund), to a cashier, update articles prices and UPC’s at the 
beginning of the business day. To access this function, click on this selection and the following screen will 
appear: 
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To assign a till to a cashier, do the following: 
1. Use the drop-down arrow in the cashier field to locate and select the cashier to which you are assigning 

the till.  Refer to the following figure: 
 

 
 

2. Use the drop-down arrow in the store # field to locate and select the store in which the cashier will be 
working.  Refer to the following figure: 
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3. Use the drop-down arrow in the register # field to locate and select the register at which the cashier will 
be working.  Refer to the following figure: 

 

 
 
 

 



 

 
Updated 29 December 2000 

Version 00.03E 

257

4. Advance to the max amount button and enter the maximum dollar amount (include the decimal point) 
that the register should contain at any given time.  When this threshold is reached, the ROM II system 
will issue a message to the cashier, recommending that a cash drop be made. 

Note: The Max Amount is established on a ship-by-ship basis, there are no set amounts.  The 
sales officer should determine this as he / she deems necessary. 
5. Click on the Export Till Data to Diskette button to copy the till assignment to disk. 
6. Click on the return button to return to the previous screen. 
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Point of Sale: 
 
  In this section we will discuss the operational procedures for initial setup to daily functions of the 
Point of Sale system (Referred to as POS hereafter).  POS has similar setup requirements as that 
of the Back office and must be adhered to, to ensure proper installation and functionality of the 
system. 
 
Importing Till Assignment Disk: 
 
Place the Till Assignment Disk in the “A” drive of the computer.  The disk will be extracted 
automatically when you activate the POS software.  Refer to the following: 
 
Note: The operator will not be allowed to log onto the register once a End of Day has been 
performed and reconciled at the Back-Office. 
 

 
 

If you receive the above message, ensure that you have the disk properly inserted and click on the 
OK button.  Then click on the Start Import button to import the Till Assignment disk.  Refer to the 
following picture: 
 

 
 

You will get the following message: 
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POS Reconcile Till: 
The End of Day Functions menu enables you to perform end of the day operations such as cashier 
closeout and reconciliation of cash, inventory updating based on the sales generated from your POS 
outlets and data for reports.  Click on this option and the following screen will appear: 

 

End-of-Day Import:  

This function lets you import a diskette (from a given cashier) at the end of the cashier’s shift, or end of the 
business day.  End-of-Day import should normally be done in conjunction with a cash drop, and the diskette 
handed to the back office person, along with the till.  To access this function, click on this selection, and the 
following menu will appear: 
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To import a diskette, complete the following: 
1. Insert the diskette into your “A: drive”. 

2. Click on the Start Import button.  The import process will begin. 

3. When the import is complete, the Status field will display “Finished Updating.” 

4. Either insert another diskette for import (from another cashier/register) or click on the Return button to 
return to the previous menu. 

 

End-of-Day Reconciliation: 

This function lets you balance the returned till with the sales transaction data that you import.  End-of-Day 
Reconciliation should normally be done at the end of the business day.  To access this function, click on 
this selection, and the following menu will appear: 
 Note that this process must be accomplished after the End of Day Import has been done and not 
prior. 
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1.  Scroll and select the desired till in the Please select a till assignment field.  Refer to the following picture: 

 

 

2. Once you have selected the desired Till, the system will automatically query information for that till 
assignment. 

3. Enter the cash amount collected from the operator in the Cashier field located at the lower left hand 
side of the screen. 

4. Once you are finished with step 3 above, click on the Check Totals button.  ROM II will compare the 
cash collected with the sales transaction data from that cashier’s register.  
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5. If you are satisfied with the verification, click on the Verify and Save Record button.  The record will 
post to the system.  

6. If you wish to proceed with another reconciliation, click on the Clear Amounts button, and then begin 
this process again, beginning with step 1.  Note that each operator and register must have a separate 
diskette. 

7. If you wish to exit this screen, click on the Return button and you will be returned to the previous menu. 



259 
Updated 29 December 2000 

Version 00.03E 

 
Click on the OK button and the following screen will appear: 
 

 
 

1. Scroll and select the appropriate operator (This would be the operator that the till assignment 
disk was generated for at the BackOffice). 

2. Enter the operator’s password. 
3. Click on the Clock in as Cashier button and the following screen will appear: 
 
 

 
 
The Main Sales Form is where all sales are conducted.  Use the hand held scanner and scan the 
item to be sold.  If UPC maintenance has been conducted, the item will be displayed in the Article 
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field with the description and current retail price. If for some reason the item does not scan, then 
press the F4 button at the top of the keyboard and a drop down list of stock will appear.  Enter the 
SKU of the item or point and click with the mouse.  Refer to the following picture: 

 
 

From this screen all sales, refunds and voids are conducted.  Items can be scanned or 
manually inputted.  The following keys produce the following results: 
 
•  F-1   Help Functions. 
•  F-2   Void Entire Transaction. 
•  F-3   No Functionality. 
•  F-4   Item Scroll. 
•  F-5   No Functionality. 
•  F-6   Change the Quantity of an Item. 
•  F-7   No Functionality. 
•  F-8   Refunds.(Return without a receipt) 
•  F-9   Cash Drop. 
•  F-10  No Functionality. 
•  F-11  Voids Previous Transaction. 
•  F-12  Voids a Particular Line Item. 
•  END  Total Sale for Cash Payment. 
•  HOME  Total Sale for Check Payment. 
•  PAGE UP  Total Sale for Health and Comfort. 
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Manager Form: 
 
The Manager Form is used for various tasks such as establishing new registers, modifying receipts 
and modifying manager passwords for function over-rides.  Click on this button and the following 
screen will appear: 

 
 

1. Scroll and select the appropriate manager. 
2. Enter the password for that manager and press the Enter button.  The following screen will 

appear: 
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Start of Till Import: 
The Start of Till Import allows the manager to import till assignments within the program instead of 
having to back out each and every time a till assignment is required.  Click on this function and the 
following screen will appear: 
 
 

  

Place the Till Assignment Disk in the “A” drive of the computer and click on the Start Import button.  
The import process will begin and all data on the disk will be imported to the Point of Sale register. 

End of Till Export: 

The End of Till Export allows the manager to recover previously created End of Day Till Exports to 
disk.  The purpose for such a function is a backup method if data is lost or corrupted on a disk at 
the initial time of export.  Click on this function and the following screen will appear: 

 

1. Scroll and select the desired till.  Refer to the following picture: 
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2. Ensure that a formatted floppy disk is in the “A” drive. 

3. Click on the Export Data button and the information will be copied to disk. 

Menu Update/ Security: 
From the Security/ Update screen the Manager can assign a security number for a specific function 
of the ROM II system.  The number 1 is the highest security and 6 being the lowest.   All that is 
required is to modify the existing number with the desired number.  Click the Save Changes button 
to save.  Click on this function and the following screen will appear: 
 

 
 

1. Scroll and select the desired access level to the specific screen in the Security Level field.   

2. Click on the Save Changes button. 
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Receipt Message: 
To create, delete or modify register receipt messages, click on the Receipt Message function.  The 
following screen will appear: 
 

 
 
Adding a new Message: 

 
1. Click on the Add New Message button. 
 
2. Enter the new message in the New Message Block. 
 
3. Save the new message by clicking on the Save New Message button. (Receipt messages 

cannot exceed 20 alphanumeric spaces.) 
 
4. To save these changes simply click on the Return button. 
 
5. Scroll either the Receipt Header or the Receipt Footer to find your new message.   If the 

message does not appear, simply exit and return to the Receipt Message screen.  This 
refreshed the screen. 

 

. 
 
 
 6.  Click on the desired message for the Receipt Header and or Receipt Footer. 
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Deleting a Message: 
 
1. From the Receipt Message Form screen click on the Delete Old Message button.   The 

following screen will appear: 
 
 

 
 
2. Scroll the appropriate message desired. 
 
 
3. Click on the Delete Message button.   The following message block will appear: 
 

 
 

4.  Click the appropriate block and you will return to the previous screen. 
5.  Continue to delete messages or click on the Return buttons until you return to the main menu.      
 
 
Register/ Store Setup: 
 
Click on the Setup Store/ Register option from the Manager Functions Menu.   The following 
screen will appear: 
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   From the Store/ Register Setup Form, the manager can add the following information: 
 
1. SHIP NAME:  Enter the name of the ship system is installed on. Never include the USS                                   
            part because this is defaulted into the system.   

 
2. STORE NO. Enter the appropriate store number. 

 
3. REGISTER NO. Enter the appropriate register number.   If more than one register exists 
                                       in an outlet insure that the register numbers are different.  
 
     Once you have made all the required changes, click on the Confirm button to save the 
information. 
 
 
 
 
NOTE: When the system is initially installed it may have another ships name listed, 

simply make the necessary changes and save.  Ensure that the information 
that is entered at POS is the same as the information from the Backoffice.  
i.e. store number 1 is the same throughout the system, otherwise your 
system will not function correctly. 

 
 

Daily Transaction Report: 
 
The Daily Transaction Report is the detailed tape for all sales at a specific register in a specific 
retail outlet.  Click on this function and the following screen will appear: 
 

 
 

1. Double click in the date field and select the specific dates that you want to create the report. 
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2. Click on the Generate Report button and the receipt printer will generate the detail tape for that 
date selected. 

 
Change Export Data Password: 
 
This function allows the manager to change their password for the End of Till Export function.  Click 
on this function and the following screen will appear: 
 

 
 
1. Enter your current password in the Old Password field. 
2. Enter the new password in the New Password field. 
3. Re-enter the new password in the New Password field. 
4. Click on the Confirm button. 
 
 
Change Refund Password: 
 
This function allows the manager to change their password for the Refunds (F8 button).  Click on 
this function and the following screen will appear: 
 
 

 
 

1. Enter your current password in the Old Password field. 
2. Enter the new password in the New Password field. 
3. Re-enter the new password in the New Password field. 
4. Click on the Confirm button. 
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Change Override Password: 
 
This function allows the manager to change their password for the Price Override function from the 
main sales screen.  Click on this function and the following screen will appear: 

 
 
1. Enter your current password in the Old Password field. 
2. Enter the new password in the New Password field. 
3. Re-enter the new password in the New Password field. 
4. Click on the Confirm button. 
 
 
Change Receipt Threshold: 
 
This function allows the manager to change the receipt threshold at which the register generates a 
receipt.  In most cases the threshold is set to zero.  This meaning that for all transactions a receipt 
will be generated.  There may be times that you may want to set the receipt threshold to only print 
a receipt for transactions in excess of 10.00.  Click on this function and the following screen will 
appear: 
 

 
 

1. Enter a desired amount in the Threshold Amount field. 
2. Click on the Confirm button and now receipts for transactions in excess of that amount will be 

generated. 
 
Exit: 
 
Use this function to exit from the Point of Sale program. 
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Return to POS: 
 
Use this function to return to the Main Sales screen. 
 
Sales Screen: 
 

 
   Click on the Return to POS button from the Manger Functions menu.  This will take you directly 
to an Operators Logon screen.  Refer to the following figure: 

                                
 
1. The operator will logon and the following screen will appear: 
 

 

 
 

2. Scroll and select the appropriate operator (This would be the operator that the till assignment 
disk was generated for at the BackOffice). 

3. Enter the operator’s password. 
4. Click on the Clock in as Cashier button and the following screen will appear: 
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End of Till button – Used for end of day till export. 
 
Manager Form button – Used to navigate to the Manager Form menu. 
 
Reprint the Last Receipt – Used to print a duplicate receipt for the current transaction. 
 
Price Override button - Used to override a retail price for a specific item.  This is a one-time event 
and does not change the current retail price for the entire quantity still on hand.  Refer to the 
following picture: 
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1. Scan the item that you wish to conduct a price override on. 
2. Click on the Price Override button and the following screen will appear: 

 

 
 
3. The manager must enter the password in the Override Password field. 
4. The manager must enter the new retail price in the Override Price field. 
5. Click on the Confirm button and the item will reflect the new price on the Sales screen. 
 
Conducting a Sale: 
 
1. Scan each and every item that is to be sold.  Refer to the following picture: 
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2. Once you have all items that are to be sold press the END Button.  The following screen will 

appear: 
 

 
 
 
 
 
For a cash transaction –  
 
1. Simply enter the amount that the customer gives you in the Amount Paid field.  I.e. if the 

customer gives you a $10.00 bill for a $5.65 total, enter 1000 in the Amount Paid field.  
DO NOT ENTER THE DECIMAL POINT. 
2. Press the Enter key. 
3. The system will open the drawer and display what the change is. 
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RECEIPT TAPE: 
 
The register drawer will not open if the receipt printer is out of paper.  The cash register drawer key 
will need to be used for each cash transaction with change to open the drawer.  Ensure that 
adequate amounts of receipt paper is kept on hands at all times to eliminate this problem. 
 
 
For a check transaction –  
 
1. Click on the Check  button and the following screen will appear: 
 

 
 

2. Enter the customers social security number in the ID # field.  First ensure that the customers 
social security number in not on the bad check list supplied to you by the Disbursing Officer.  
The system does not keep track of this list, so this will be done manually each and every time. 

 
3.  Click on the Accept button.   
 
 
4. The system does not open the drawer for check transactions.  All checks must be inserted into 

the register through the slot located at the front of the register drawer. 
 
 
For a Health & Comfort transaction –  
 
1. Click on the HAC button and the following screen will appear: 
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3. Enter the customers document number in the Document # field.  Ensure that you have the final 

copy of the Health and Comfort with the required signatures. 
 
4. Click on the Accept button.   
 
5. Place the Health & Comfort document on the bottom of the register drawer. 
 
 
 
Refunds: 
 
There will be times that a customer will bring something back to the store for a refund.  The 
manager must approve and conduct all refunds.  Click on this option and the following screen will 
appear: 
 

 
 
1. F-8 Refunds: This Function is used to conduct refunds.  Press the F8 button and a Return 

Form will appear. The manager must enter the password and Click on the Confirm button to 
access the actual Refund form.  Click on the Return Reason and then check the box to the left 
of the item/s that are to be returned.  Enter the quantity returned in the box under the Return 
Now column, and click on the Press F12 to Accept button located at the lower left side of 
screen.  The system will return to the sales screen with the selected items indicated with 
negative numbers.  Press the End button and enter 000.  Click the Enter button and the 
register will open.  Give the customer his refund and have him/ her sign the receipt and place 
the refund receipt in the cash drawer. 
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Register Function Keys: 
 
F-1 Help Function: This function is used to access help on a variety of areas, ranging from 
register setup to end of day.  Scroll the list and click on the desired topic.  The system will give 
detailed instructions on how to perform each task. 
 
F-2 Void Entire Transaction: This function is used to delete an entire transaction from the sales 
screen prior to the acceptance of cash.  For Example, if the operator scanned several items and 
the customer decided that he/she did not want the items or did not have any money, you can 
simply use the F2 button. 
 
F-3 (No Functionality) 
 
 
F-4 Item Scroll: Use this function to display a list of ship’s store stock that is carried.  This would 
be beneficial when a item does not have a UPC on it.  You would scroll the list and find the 
appropriate item and then click that selection.  The item will then appear on the sales screen with 
the price. 
 
F-5 (No Functionality)  
 
F-6 Quantity Change Function: This Function is used to change the quantity of an item that has 
already been scanned.  For example, if a snickers candy bar was scanned and then a variety of 
other items and the customer decide to purchase 4 more snickers bars, scroll to the line of the 
snickers bars on and press the F6 button.  The quantity will be highlighted, just enter the total 
quantity and press the Enter button.  The transaction will be adjusted once you press the Enter 
button. 
 
F-7 (No Functionality) 
 
F-8 Refunds: This Function is used to conduct refunds.  Press the F8 button and a Return Form 
will appear. The manager must enter the password and Click on the Confirm button to access the 
actual Refund form.  Click on the Return Reason and then check the box to the left of the item/s 
that are to be returned.  Enter the quantity returned in the box under the Return Now column, and 
click on the Press F12 to Accept button located at the lower left side of screen.  The system will 
return to the sales screen with the selected items indicated with negative numbers.  Press the End 
button and enter 000.  Click the Enter button and the register will open.  Give the customer his 
refund and have him/ her sign the receipt and place the refund receipt in the cash drawer. 
 
F-9 Cash Drop: The system is designed to allow up to a maximum amount of cash in the register 
at a given time.  Once this maximum has been reached, the system will prompt for a cash drop.  To 
do this; press the F9 button.  The Cash Drop Form will appear.  Scroll and select the supervisor in 
the supervisor field.  The supervisor receiving the cash drop will enter their ID number.  The 
Cashier (Actual Cashier Logged in at time of Cash drop.), Cash on Register (Actual cash present in 
register, including checks) and Suggested drop (What the system recommends to be dropped.) 
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fields are grayed out, and cannot be modified. The cashier will press the Enter button, which will 
open the register drawer.  The money to be dropped will be counted by the cashier and the 
supervisor and then the F9 button will be pressed again.  Enter the dollar amount of the drop in the 
following format: 10000 = $100.00, for a one hundred dollar drop. Click on the Confirm button.  The 
system will print out a receipt for the cash drop.  The supervisor receiving the cash drop will 
sign the receipt and return to the cashier at the time of cash drop.  The signed receipt will be 
maintained in the register drawer until that cashier is cashed out and collected from.  The receipt is 
considered a cash voucher and will be counted as part of the collection. 
 
F-10 (No Functionality)     
 
F-11 VOIDING PREVIOUS TRANSACTIONS: If an operator has made a mistake, the POS system 
will allow them to void a previous transaction.  Press the F11 button and the Void Transaction Form 
will appear.  Scroll the Transaction Number field and select the appropriate transaction number.  
Scroll and select the user ID and enter the appropriate password.  Scroll and select the reason for 
void and click on the Confirm button.  The Confirm button is used twice for this function.  The first 
time releases the drop down box for reason to void transaction.  After selecting reason, click the 
Confirm button again to close transaction.  This function must be performed by a supervisor. 
 
F-12 Voiding a Particular Line: The system is designed to allow an operator to void a single line 
of a sale prior to a cash exchange.  For example, if a customer decided they did not want an item 
that had already been scanned, you could scroll to the line of that item and press the F12 button to 
void it out.  The operator would then press the Enter button, this would correct the final total field of 
the sales screen. 
 
The End/ Home/ Page Up buttons: The End button is used for cash transactions.  Press this 
button when all items have been scanned and cash payment is received.  The screen allows you to 
choose from cash, check or health and comfort. The Cash Payment Form will appear, enter the 
cash tendered into the Amount Paid field in the following format: $20.00 = 2000 and press the 
Enter button.  The Cash register drawer will open and the system will return to the sales screen.  
The bottom of the screen will indicate the Last Total and below it will display the change, if any, 
that is due back to the customer.  Close the drawer and you will be ready to conduct another sales 
transaction.  The Check Payment form can be done from the cash form or the Home button and 
requires the customers social security number to be entered.  The transaction is made for the exact 
amount of the sale only.  For a Health and Comfort transaction, the Page Up button or the cash 
payment can be used and requires the customer’s social security number as well. 
 
 


